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AUTOMATIC MARGINS 
Simple one-hand, YES NO NO YES NO 


one-step operation. 


SIGNAL LIGHT 


Positive visual indication YES NO NO NO NO 
if motor is ON or OFF. 


TOTAL TABULATOR CLEAR 
Clears all stops instantly YES NO NO NO NO 


without moving carriage. 


ERROR CONTROL 
Simplifies correction of errors YES NO NO NO NO 


and line justification. 


BOTTOM MARGIN INDICATOR 
Page Gage accurately YES NO NO YES NO 


indicates bottom margin. 


RACTER KEYBOARD 
Seananed ot YES NO YES NO 


no extra charge. 


KEYBOARD SLOPE 
Key top slanted to fit YES NO NO 


natural movements of fingers. 


ROLL-FREE ACTION 
Releases typebar cams YES NO YES 


with no “‘scuffing” action. 


SAFETY COVER 
Motor shuts off when cover YES NO NO YES 


is raised to change ribbon. 


CUSHIONED TOUCH 
Eliminates jar to sensitive finger YES NO NO 
tips at end of each stroke. 


THE WORLD'S FASTEST 
ELECTRIC TYPEWRITER YES NO NO 













DECIDE FOR YOURSELF! 


Before you buy, compare Smith-Corona 
with any other electric typewriter made! 


Feature for feature, point for point, compare the Smith- 
Corona with any other machine on the market today. You’ll 
see why the Smith-Corona is not just equal... but superior 
to every other brand! Before you buy an electric typewriter, 
call your nearest Smith-Corona representative, and have 
him demonstrate the many exclusive features that make 
the Smith-Corona today’s soundest typewriter investment! 


Smith-Corona Electric 

















“| WAS FAILING SHORTHAND .. . 
UNTIL | DISCOVERED— 


DICTATION DISCS*’ 


Amazing New Method 
Guarantees to Increase 
Your Shorthand Speed 
—Get Higher Grades, 





15 Minutes 
Dictation On Each 
45 RPM Record 


Dictation Disc 
Records Available 


Boost Your Salary! in All Speeds! 


Here’s the quick, easy, modern way to develop shorthand speed and 
accuracy! You practice at home, in spare time by listening to amazing 
new Dictation Disc Records — available in all speeds. 


More Shorthand Speed Means More Money For You! 

Thousands have used this effective method and increased their writing 
efficiency, poise and confidence as much as 50%! Big pay raises come auto- 
matically with higher shorthand speeds. Read what the experts say about 
this practical, inexpensive way to improve your skill. Start right now to 
boost your earnings as you build your shorthand speed by putting this 
remarkable system to work for you. 





Look What These Experts 


Say About This 
Wonderful New System 


Send No Money! Mail The Coupon Now! 
Regardless of how fast (or slow) you now write shorthand there’s a 
Dictation Dise just for you. Check below the ones you want. Send no 
money — just the coupon. On arrival pay price indicated plus COD and 





‘‘The key to shorthand speed is regular dictation prac- J . 
ties, and your records provide the student eB on handling charges. Or, enclose cash, check or money order now and we will 
with a rich supplement to such a program. The ver) ship your records postpaid. Either way — this method MUST do every- 
, precise and clear manner in whic h they we dictates thing we say it will or you may return records in 10,days for full refund. 
es easier the cl ’ ) greater sho ind spee a_i 1 
William Cohen, World's Shorthand Chempien Mail the coupon now! 
(280 wpm for 5 minutes) 
‘In my estimation the dictation system of develop- 
ing speed is the best I have ever seen.'’ NEW SPECIAL VOCABULARY SETS 


Thomas Cole, Chairman, Committee on Professional Education 


N. Y. State Shorthand Reporters Special Set No. 38 comprises 31 dif- | Special Set No. 39 con- 

; ferent business letters containing 2,442 tains more than 2000 

Your dictation records are made to order for the repetitions of the BRIEF FORMS and | repetitions of the 500 
eaching profession. They ease my chores and make the on one > ups ° . Ton y : 
tudents’ work more enjoyable By providing graded 572 repetitions of the I HRASES, dic- COMMONEST WORDS 
ctation in 1-minute spurts, the results have beer tated in speeds of 60, 70, 80 and 90 | dictated into 31 different 

ae ene WPM. Each of the f ords ¢ | also i reds of 
Paul Simone, Author of “A Stroke in Time” FM. Hach of the four records con- etters, also In speeds 0 

instructor, Columbia University tains every brief form. 60, 70, 80 and 90 WPM. 

















ALL RECORDS PREVIEWED 
TRANSCRIPTION KEYS NOW AVAILABLE 


Prete tron 


Dictation Disc Coa motccseny. 
ee ee ee ee ee ee ee 


ORDER COMPLETE SETS AND SAVE UP TO 18% 78 R.P.M. $2.00 ec. 


Set Me. 61-78 rpm 
3 records—$2.00 ea. 
OC Ne. |. 60 & 70 


C) Ne. 2.70 & 80 
O No. 3. 80 & 90 


"ic ci americas 


DICTATION DISC COMPANY 
170 Broadway, Dept. TS-2 
New York 38, N. Y. 





45 R.P.M. $1.75 each 


Set Ne. 41-45 rpm 
4 records—$1.75 ea. 
Business Letters 


Set Ne. 38-45 rpm 
4 records—$1.75 ec. 


Set No. 44-45 rpm 
4 records—$1.75 ea. 


Please send me the records indicated. Business Letters 


5 No. 91.60 Brief 
- 2 “ ri re B Ne, 92. 70 fom & 2 No. 1. 60 & 70 O No. 13. 100 & 110 OC Complete Set—$5.25 
On arrival I will pay price indicated 7] No. 93. 80 phrase 6 No. 2. 60 & 70 No. 14. 110 & 120 
lus COD and handling charges. I 5 Cemplete Set—-$5.75 5 No. a, 70 & 60 (J No. 16, 120 & 130 phew Se 
" _— LJ J an 
pius g ges omplete Se 6 Compiete Sosn4s. 75 C} Complete Sets 7S 3 records—$2.00 ea. 


must be delighted or may return rec- DC No. 4. 90 & 100 


ord(s) in 10 days for full refund. 














D No. 95. 60 $00 © No. 5. 80 & 90 1) No. 23. *(untimed, wit 
(_] I enclose full payment now, please © No. 96.70 most © No. 6. 80 & 90 f) Ne.36. eerrectionn 31 
h; sii aieaieel 6 No. 97.80 used F No.'7: 90 & 100 () No.25. Interruption 331s L.P. $5.00 ea, 
snip records postpaid. {) No. 98.90 words OC) No. 8.904 1 C).No.26. & insertions). Set No. 71-331/, LP 
6 Complete Set—$5.75 6 Complete Sei $5.75 5 Complete Set—$5.75 2 4 
2 records—$5.00 ec. 
Set No. 40-45 rpm Set No. 43-45 rpm Set No. 50-45 rpm C Ne. 1. 60, 70, 80, 90 
NAME __ 4 records—$1.75 ea. 4 records—$1.75 ea. 4 records—$1.75 ea. 5 ah La de | ~y 
Business Letters Business Letters Legal Dictation ; 
Faeiges 6 Aue cingin §6Aa a eee ae an as © 
ADDR J No . 0. ° it } No. 32. 1 ial 
ess. © No. 43. 50 & 55 © No. 11. 100 & 110 © No. 33. 100 & 110 2 records~$5.00 es. 
[) No. 44. 55 & 60 () No. #2. 110 & 420 (1) No. 34. 110 & 120 DC No. 3. 90, 100, 110, 120 
C) Complete Set—$5.75 CO Complete Set—$5.75 O) Complete Set—$5.75 © No. 4. 100, 110, 120, 130 
CITY — ZONE STATE © Transcription Keys Including Sets 38, 39, 40, 41, 42, 43, 44, 47-Complete Book $1.00 0 Complete Set—$8.75 
0D Sets 71 & 72—$16.50 
L ANY TWO SETS ONLY $9.95 
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Set No. 39-45 rpm 
4 records—$1.75 ea. 
Business Letters 


Set No. 42-45 rpm 
4 records—$1.75 ea. 
Business Letters 


Set No. 47-45 rpm 


4 records—$1.75 ea. 
*Office Style Dictation 


femme ee ee eee we i ee 


O No. 5. 100 & 110 
0D No. 6. 100 & 110 
© Complete Set—$5.25 
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ONE GIRL 
many guises——model. photographic 
assistant. secretary. hostess. or what 


have vou. She’s Emily Suesskind and 





she works for famed photographer 
Ivan Dmitri. A long day, a_hard- 
working day is her usual routine. but 
“it’s always different, always interest- 
ing.” Why? See “The Seven Lives of 


Emily.” 


Pee. «+ « 

a littke word with a lot of meaning. 
Yet it’s often overlooked in the busi 
ness world, even though it can create 
much good will for the person using 
it. Jacquelyn Wentzell comments on 
“The Art of Saving Please.” 


\{ CELEBRATION 

a week-long one in fact for that 
cannot-do-without object, the pencil. 
February 23-28 has been designated 
as Pencil Week. Our contribution to 
the festivities—“Get To The Point.” 


ALSO 


quotable notes from Ann B. Davis, 
TV’s famous ‘‘Schultzy”’ 





Valentines—from the boss. To you 
perhaps? ... 

Something Chic—spring fashions 
that are affordable, wearable .. . 
Something New—beauty aids that 
could “make” you . 
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ON rHE ( OV ER: Bo ind fo please the 
most discriminating Valentine—a 
dress with its ou n briet racket. 

Dress boasts a high neckline . 

cap sleeves, fitted waistline. 

Jacket is trimmed in braid, lined 

in red taffeta. Gray, brown, 

or navy rayon/acetate tweed. 

Sizes 10-18, $29.95. A 


Dorothy Hubbs Original. 
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Subscription Manager, tTopay’s secretary, 330 W. 42 Street, New York 36, 
N. Y. Subscribers should notify publication promptly of any change of address, 
giving old as well as new address, and including postal zone number, if any. If 
possible, enclose an address label from a recent issue of the magazine. Please 
allow one month for change to become effective. 


Postmaster: Please send form 3579 to Today’s Secretary, 330 W. 42 St., New 
York 36, N. Y. 
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To Chopins and Pasternaks of the Future. The artists 

of tomorrow will be machines--so says Dr. S. Gill of 
Ferranti, Ltd. "They will compose music, their styles 
of composition varying with the...music they have 
been ‘listening to'.... They may even perform sur- 
gical operations...." Dr. M. Minsky of M.I.T. Says 
--jokingly, we hope--that these creative computers 
"may refuse to admit they are machines at all." 


Honesty Pays, Says Mr. N. Bates, President of Bates 
Associates, White Plains. His Survey shows person- 
rel directors refuse most job applicants because of 
their evasions and falsifications. But save the 
price of that padlock for the desk drawer. Eighty=- 
seven per cent of those interviewed were honest. 


Recognize Anyone? The Carter Co. of Tulsa, Okla., has 
made a memorable contribution to science by identi- 
fying certain "odd birds" who bar business progress; 
i.e., DOUBLE-DOMED JARGON SPEAKER who uses such 
technical jargon, no outsider can understand hin, 
TREMBLY=KNEED WORD EATER who won't voice complaints, 
opinions, or even compliments for fear of crossing 
Someone who outranks him. (No need to worry about 
this one. He'll hold his breath too long some day.) 


The Desk Set in Detroit has banded together under the 
lead of one department store--the Ernst Hern Co. 
Membership entitles the office girl to time-saving 
Shopping attention on her lunch hour. One example: 
the store's beauty salon guarantees forty-five 
minute service during this period, gives a 20 per 
cent discount--and serves lunch to the Desk Set 
member while she is under the hair dryer. 


Security is the Word. Fewer people are changing jobs 
today. Reasons: promotion and benefits based on sen- 
iority, the rising age of the labor force, and the 
Opportunity to change jobs within a company. 


ALMOST $14 million was paid to 434,000 workers last 
year in formal suggestion prograns...ABSENTEEISM 

AND LATENESS have been reduced by one Mexican com- 
pany where the industrious are rewarded by holidays 
and extra pay...THE AVERAGE TOP EXECUTIVE stood 
Still in terms of total compensation last year...FOR 
THE STEADY FEW who don't need tranquilizers--Marsa- 
lid, an energizer still in the development stage... 
SOME ENTERPRISING VP's now conduct policy meetings 
Standing up. Less of an urge to dawdle that way... 


February, 1959 
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FOR ALL | 
ERASING... | 


Take your | 
Pick! 






KLENZO-33 


WITH AND WITHOUT BRUSH 





Famous Klenzo quality in 
convenient wood-casing. 
Sharpens to “‘needile point” 
for ballpoint, typewriter and 
ink work. 
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KLENZO 


WITH AND WITHOUT BRUSH 





The standard for erasing. 
Paper wrapped to permit 
quick, economical repointing. 


“or ©. = 
T* Ae. 


A Kienzo erases equally good 
wrapped in paper or cased in wood. 


AT BETTER STATIONERS EVERYWHERE * 


Send 10c for twin samples naming this 
publication. 


Alaisdell 


PENCIL COMPANY 


BETHAYRES, PA. 
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NU-KOTE : ie 
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At last! a typewriter carbon with built-in 


ENDURANCE INSURANCE 


NU-KOTE—/Jirst plastic-base typewriter carbon ever—outlasts 
ordinary carbons 3 to 1! NU-KOTE copies stay clean, keep hands 
clean. One weight and finish. Sharp, clear copies first to last. For 
any typewriter, for just about any copy job imaginable. Try it! 


For a FREE SAMPLE of NU-KOTE, just mail this coupon 
attached to your company letterhead. 
Burroughs Sales Dept. TS-80 
Burroughs Corporation, Detroit 32, Mich. 


In Canada write 
Acme Carbon & Ribbon Company, Limited, Toronto 13, Ontario 





Name_ sh laecaiemiceiiipteareneeemstiierenne mii coaisiieetiatiianiaially 

Firm__ erventiindainsainrenncmmemnanigoin tinienneeneniommpeenanmetitinet 

Buy where you Aides 
see this sign City__.__ oe ee 
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“Having it right here saves miles of walking!” 


Verifax Bantam 


Copiers °99° each 





As a secretary you'll be quick to see the 
advantages of having a Verifax Copier in 
every department of your company 


No longer will you have to take those ‘*10-minute 


walks” to a distant copier or Walt vour turn in line 


ame 7 fo» / re need 


As a result, vour work—vour boss’s work—will flow 
so much faster. Orders, reports, letters can be copied 
immediately. You'll take full advantage of all the 

4 


time-saving Verifax short cuts in answering the mail, 


routing reports, keeping files intact 


Figuring the savings in ‘“‘travel time’ alone, it’s 
easy to see how your department's Verifax Bantam 


Copier (only $99.50) can pay for itself in a month or 


two. Tell your boss the next tiane he asks for copies. 


Yerifax Copying 


DOES MORE...COSTS LESS... MISSES NOTHING 





7-9 


A 





Kodak Verifax Bantam Copier outperforms 
copiers costing up to 4 times as much 











\ snap to operate. So compact you'll find room for one any- 
where. Makes 5 dry, easy-to-read copies in 1 minute for 242¢ 
each. Makes copies on one or both sides of bond-type paper, 
card stock, your own printed office forms. Even makes an 
offset master in 1 minute, with low-cost adapter. Reproduces 
all types of writing, typing, duplicat- 


ing with complete accuracy 





Gives you copies that will last 
as long as typed records. 
Call your Verifax dealer 
for free demonstration. 


See “Yellow Pages” 


inder duplicating or = 
photocopying machines he 
‘ 
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of buying any dictionary 
Said to be 
“lust as good’’ as a 
MERRIAM-WEBSTER 


You buy a dictionary for one sound 
reason. You want to be right and to 
know that you're right. 


The one desk-size dictionary that 
fully and absolutely justifies such con- 
fidence is Webster’s New Collegiate, 
published by G. & C. Merriam Company. 
Nothing less than a genuine Merriam- 
Webster can be “just as good.” 





THE BEST costs you no more: 
$5 plain. $6 thumb-indexed. 


Only Webster's New Collegiate, by 
Merriam, is based on the unabridged 
Webster’s New International Diction- 
ary, Second Edition — relied on as “the 
throughout the 


Supreme Authority” 
English-speaking world. 


Only Webster's New Collegiate, by 
Merriam, is produced by a company 
which has specialized entirely in dic- 
tionary publishing — for over 100 years. 


Only Webster’s New Collegiate, by 
Merriam, is kept up to date by a large, 
permanent staff of experts who are spe- 


cialists in dictionary making. 


And Webster's New Collegiate, by 
Merriam, is required or recommended 
by nearly all colleges and universities 


throughout the country. 


When you visit your department, 
book, or stationery store, insist on buy- 
ing the best, Webster’s New Collegiate 
Dictionary—a genuine Merriam- 


Webster. Ask for it by name. 


 Mevuam-Webslir 


REG. U. S. PAT. OFF. 
G. & C. MERRIAM CO., Springfield 2, Mass. 
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Q. Would you please explain the correct 
usage of the three relative pronouns, who, 
which, and that? 


A. Who and that are used when re- 
ferring to persons, who being used when 
the individual person or the individual- 
ity of a group is meant, and that when a 
class, species, or type is meant. For ex- 
ample: 

She is the girl who understands French. 

He is the kind of student that we 
want. 

Which is used when referring to places. 
objects, and animals. Careful writers use 
which to introduce nonrestrictive clauses 
and that to introduce restrictive clauses. 

Machines that require frequent repairs 
are a poor investment. 

The tax report. which is long. is ready. 





Q. Is a comma required after play in the 
following sentence: I have seen the play 
“South Pacific.” 


A. When a preceding explanatory term 
is very closely connected with the prin- 
cipal noun that follows, so that the sense 
would not be complete without the added 
explanation, no comma is required. 
Thus, ] have seen the play “South Pa- 
cific.” The meaning would not be clear 
without the name of the play. 

This construction is similar to such 
phrases as these: My sister Mary, Jim 
himself, the Year 1958. 


Q. Where economy and volume of form 
letters are of primary importance. is it prop- 
er to eliminate the title Mr. or Mrs. and 
simply use the name (J. B. Perz) on the 
letter and envelope? 


A. A fundamental rule of business corre- 
spondence is to use a title before the name 
of every person to whom a letter is sent. 
As form letters take the place of individu- 
ally typed letters. the same rule should 
apply. 


BUSINESS ENGLISH 
f lalaltiiei 


SECRETARIAL PRACTICE 
UR eh ne §S Ce, y 
BUSINESS LAW 


R Robert R 


| lelel ¢.4 4 4.11, ic} 
March 


TYPEWRITING 
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BUSINESS ARITHMETIC 
SHORTHAND 
Naren > 


FILING N. Mae Sawye 


Q. The following phrase is used frequently 
in magazines and newspapers: He had got... 
Shouldn't the word gotten be used when 
combined with the past participle? 


A. Your question is best answered by 
citing some history. 

When the English colonists came to 
America in the 1600°s and 1700's, they 
brought the English form gotten with 
them. This form has remained here ever 
since. In the meantime, got became the 
correct form in England and is the only 
one used there today. 

Both got and gotten are allowed here. 
but many persons prefer the shorter word. 

Forget likewise has two past-participle 
forms—forgotten and forgot. Both are 
used, but forgotten is usually preferred. 
In England, however, forgotten is the only 
form used, the reverse of the rule for the 
past participle of get. 


Q. My employer frequently calls upon me 
to accept or reject formal invitations to busi- 
ness affairs. Proper etiquette calls for reply- 
ing to an invitation in the form used in the 
invitation. However, many business men ob- 


ject to this form. Have you a solution? 


4. You are correct in stating that one 
should acknowledge an invitation in the 
same form in which it was given. You 
would always be “correct” in doing so. 
But, this is not a rigid rule. When you 
know that some of your customers or 
clients object, make a note of those per- 
sons and respond in an informal tone. 








(J. Js it necessary to capitalize or quote the 
words no trespassing in the following sen- 
tence: It has been decided to post this land 
with no trespassing signs. 


A. The use of quotation marks around a 
word or a phrase is decided by this rule: 
Enclose the exact words of a speaker or a 
writer in double quotation marks. 

As the mention of “No trespassing” im- 
mediately brings to mind a sign bearing 
the written or lettered admonition, the 
phrase should be quoted. 
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Q. Is there a way to type a telegram with 
J 


out removing a complicated project alread) 





n the machine? 


{. The following method permits one to 


type a telegram without removing work 


PENDAFLEX* 
from the typewriter: 

Pull paper lock forward and roll letter i . 
back to show a 2-inch top margin. Insert a eq uipment brings 
telegram blank from the back and roll it 





forward in front of the first sheet of the ‘‘keyboard’”’ ease 
to filing operations! 


letter. Before rolling through. place a 





blank against the coated side of each car- 
bon in the letter pack. Then flip the paper 
lock down and roll the prac k through. Dis- 
engage the line finder (ratchet release). 
write the telegram, and return to the 2- 


inch top margin of the letter. Remove Oxford Pendaflex equipment will turn your 
telegram sheets and continue your letter. company’s filing cabinets into easy-does-it 
“filing machines” that will mean a big reduc- 

; tion in your work load. 


\ll tabs on Oxford Pendaflex folders stay 
visible at all times. Your hands flit across this 
“keyboard” making selections quickly and 





. 





accurately ... no pushing, no pulling! Finger- 





tip touch moves and separates the sliding 
folders. 





eg ee ee ner Greater speed, less work and more accuracy 
v. lat is the correct rule oO typing ; 


amounts of money in the body of a letter? —these are the advantages that have secretaries 


¢. “Shuee abe wacious rales Set expececine and employers alike singing the praises of 


amounts of money in correspondence. Oxford Pendaflex equipment. Join the chorus 
lL W hen figures under Sl appear with a Pendaflex system tailored to vour 
in the body of a letter. write the word requirements. 
cents after the figures. For example: “We ‘ : ; ; . : 
bought toothbrushes for 39 cents each.” For a free file analysis, mail the coupon. 


2. The form ¢ may be used in tech- : ; ; 
Oxford Filing Supply Co., Inc. 
Garden City, New York 














nical matters containing many price quo- 
tations. For example: “Wholesale prices 
for food commodities vesterday: coffee. 
d9¢: sugar, Se: butter, 61¢.7 

3. Do not use the style of $.75 in sen 
tences, except when the amount of cents 
occurs in a series of other money amounts 
in which dollar signs are used. For exam 
ple: “Prices for the principal grains were 
as follows: wheat, $2.31: corn, $1.50: 


oats, $.78. 


0. Mr. A wishes to send carbon copies of a 
etter to Mr. B to Messrs. C and D. He in 
tends to enclose a booklet in Mr. B's letter. 
but not in the carbon copy corresponde nee. 
Should the word enclosure be typed on all 
the copies, or would enclosure to addressee 


only be proper - 


{. There are different ways to handle 
this situation. If Mr. A wishes Mr. B to 
know that Messrs. C and D are receiving 





f—---TeTr 


| OXFORD FILING SUPPLY CO., INC. 
14-2 Clinton Road, Garden City, N. Y. 





copies of his letter, the abbreviation of en- 
osure usually appears below the initials 


_-"—_—_ = 
with addressee only in parentheses. 


If. however, Mr. A does not want Mr. B )xfo ral Please send free “File Analysis Sheet” 
. « 


to know that Messrs. C and D are each re- 
celving a copy of his letter, the secretary 


wrens ° . . , L FIRST 

would indicate by a blind copy notation FIRM 
on the carbon copies that the enclosure seins 

was sent to addressee only. IN FILING ew 


(Continued on page 53) CITY STATE 
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Why a new Royal turns 





Finger-balanced touch 
only standard with 
tailored to each finger 
approach to electric touc 
standard typing 








the 
touch 
closest 
hinall 


out more and better work than the time-worn 





Finger-form keys are double- 
molded to cushion fingers com- 


No-smudge ribbon change 

.you can put in a fresh Twin- 
Pak” in 9 seconds. Your fingers 
never need touch the ribbon. 
No winding—ever. 


fortably—shaped to keep fingers 
from slipping off—assuring 
speed and accuracy. 


How many of these Royal 
advancements do you enjoy? 


None of them... 





if your typewriter is 
more than 5 years old. 


MORAL: Cut costs... get the boss to trade in old 
slow-poke typewriters on new Royal Standards. 

















machines you're now using. 


No-skip space bar slopes to 
fit your thumbs comfortably. It 
positively will not bounce— 


even if you could type as fast as 
160 words per minute. 





an nee ER = 
Snap-out cylinder takes !; sec- 
ond to remove for cleaning or 
changing. No waiting for service 
—though Royal service its re- 
nowned for speed. 


Line Meter tells you how many 
typewritten lines to the end of 
the page so you'll leave room 
for his signature. So simple, yet 
you'll find it only on a Royal. 





Lightning carriage return 
whips back at a touch via the 
positive-action line space lever. 
No slamming needed—and it’s 
blessedly quiet. 





Five cheerful colors in pleas- 
ant two-tones give a lift to your 
office, blend with your décor 
You choose—and your boss 
pays not a cent extra 


R 
20 YAL sta nda rd Product of Royal McBee Corporation, World’s Largest Manufacturer of Typewriters 


THERE ARE MORE ROYAL TYPEWRITERS IN OFFICE USE THAN ANY OTHER KIND. 
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Rt. Aiduid ; ? 
INANOUT REGISTER. This two-faced instru- 


m : no x ment of hand-finished wood, tallies 100% 
Him for receptionists and PBX operators. Staff 
Bit a : : works it on the front: she reads the back 

face in one glance. Size: 5 to 60 names. 
Varied styles, including combination local 
and out-of-town panel, Prices from $8.25- 
$71.50. Write Heirloom Co., Dept. TS, P.O. 
Box 87, Kenmore 17, N. Y. 


RAINBOW 4-IN-] BALL PEN. There’s a rainbow of color at the fine 
line end of this new German import. A finger touch brings techni 
color strokes of blue, black, red, or green. A precision instrument, 
its octagonal barrel is gracefully tapered in gleaming anodized 
gold finish. Won't skip, flows smoothly, easily for all writing needs. 
Guaranteed or money back. Price, by mail $3.95. Rhodes Inter- 
national, Dept. TS, 3387 Kersdale Road, Cleveland 24, Ohio. 


JET TRIO. Rub out your mistaken past with 
this efficient triumvirate. Cylindrical in 
shape, these stick erasers are fountain-pen 
size. Each has its own purpose, and, as a 
team, they are unbeatable. Pencil, typewrit- 
ing, and all forms of ink slide away from 
their onslaught. From Weldon Roberts Rub- 
ber Co., Dept. TS, 365 Sixth Ave., Newark 
7, ™ §, 


CHECK SCALE. Check, double check, and check mate—you've won 
neatness and precision with this new grid scale for use in engineer- 
ing, drafting, and graphic arts, Printed on .0005 thickness mylar- 
base transparent film, it will not warp or discolor, takes penciling 
and erasures. Easy-to-read, it has Ys-inch grid with over-all 17 by 
1] inch printed graph image. Ppd. $4.95. From Check-Scale Prod- 
ucts Co., Dept. TS, P.O. Box 15781, Los Angeles, Calif. 








WASTE BASKET. Function, style, and strength 
are keynotes of this lightweight container. 
Made of glass fiber reinforced polyester, it 
resists scratches, rust. Stability is insured by 
four inconspicuous feet molded into base. 
Fire resistant. In copper-tan, sea green, gray, 
and black. From Globe-Wernicke Co., Dept. 
TS, Cincinnati, Ohio. 


PAT PHONE MATE. Number please? You'll 
have it with this smart combination of pad, 
magnetic dialer pencil, and alphabetized 
card index, Clips to any rectangular base 
phone. Phone mat in brass or chromium fin- 
ish with black lacquer base, felt underpad. 
Retail $2.95 from Pat Products Div., Ketch- 
~ & McDougall. Inc.. Dept. TS, Roseland, 
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GENERAL'S 


What! - 
a colored pencil 
that erases... 


completely? 


THIN-LEAD e 


COLORED 
PENCIL 








330 copies . 


in > minutes! 


® 
a ha CONQUEROR 
SPIRIT DUPLICATORS 


PRINT QUALITY COPIES FAST! 


Don’t confuse them with photocopy ma- 
chines. Conqueror Duplicators print 330 
clear, sharp copies in just 3 minutes... in 
1 to 5 colors at once ... of anything typed, 
drawn or written on a spirit master—at a 
fraction of a cent per copy! And the new 
Mark III models are more efficient than 
ever with these outstanding advances: 


1. NEW FEED TABLE—paper separator fin- 
gers eliminate side rubbers and adjustments. 

2. IMPROVED COUNTER-—direct gear drive; 
greater accuracy, top visibility conquer waste. 

3. ADJUSTABLE FEED WHEELS—zgrip pa- 
per at outer edges, give positive performance. 

4. FEED TENSION CONTROL—assures non- 
skip feeding—thin papers to post cards. 


Conqueror Duplicators also include such 
Heyer “firsts” as Copy Positioner Control 
which raises or lowers copy quickly and 
effortlessly . Visible Fluid Supply which 
conquers the problem of running dry 
simple, positive Fluid and Pressure Con- 
and the Automatic Start-Stop (on 
models) which shuts off the ma- 
chine when the last sheet is printed. These 
and many more exciting features give you 
an outstanding combination found only in 
Conquerors, at no increase in prices! 


trols.. 
electric 


models to fit your needs—two 
and one hand-operated. Sold and 
serviced by a nation-wide organization of 
selected dealers, and backed by Heyer’s 56- 
year reputation for superior quality. 


USE A CONQUEROR IN YOUR OFFICE 
@ FOR ONE WEEK — FREE! 


Prove to yourself that a Conqueror is 
the best spirit duplicator you can buy. 
Mail coupon for illustrated Catalog 
on the complete Heyer line, 
plus Certificate entitling 
qualified users to a One Week 
FREE Trial of a Conqueror. 
No obligation, of course. 


The HEYER Corporation, 
1864 S. Kostner Ave., Chicago 23, 


Oo Please rush my FREE copy of 
Catalog No. 59 


[J send FREE TRIAL Certificate 


NAME 


Three fine 
electric 












COMPANY 
ADDRESS 
CITY. 
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SECRETARIAL 


bookshelf 





1959 WORLD-WIDE SUMMER PLACEMENT 
DIRECTORY. Advancement and Placement 
Institute, Box 99K, Station G, Brooklyn 22, 


N. Y. 83.00. 
Lists spec ific jobs in all 49 States and 20 
foreign countries, ranging from dude 


ranches to study projects. Job des rip- 


: 
tions include necessary qualifications, 


DS . , , 
SaLaTILeS, and names and addre sses of em- 
plovers. Special student section 


, t 
points 


out training programs t ith hundreds of 
firms and the U.S. Government. (There 
are no fees for positions obta ned 


through the Placement Directory.) 


IMPROVE YOUR HANDWRITING. laire 
Trieb Slote. McGraw-Hill Book Co. Inc., 330 
West 42 St.. New York N. Y. 147 pp. 


ia 
So.90. 


How to put your best hand forward.. 
{nalyzes writing faults with simple in- 
legible letters and 
Covers diversity of topics as: 
effect of handwriting 
on one’s social and financial status: hou 


structions for more 
numbers. 
history of writing: 


to answer formal invitations, etc. 


READ THE LABEL. Superintendent of Docu- 
ments, U. S. Government Office, 
Washington 25, D. ¢ 20 cents. 


Printing 
36 pp. 
Government's plea to consumers, Pro- 
that the 
state what is inside a package. 


label must 
but the 
what to look for on 
ides list of label require- 
conformity to Food. Drug. and 
{ct as guide 


ceeds on premise 
shopper must knou 
the label. Prov 
ments for 
Cosmetic to consumers in 
purchasing drugs, cosmetics, and gro- 
ceries. 


HOW TO BE AN EXPERT ON CARBON AND 
RIBBONS. The Carter's Ink Co., ( 
12, Mass. 8 pp. No charge. 


ambvidge 


Adds an air of individuality to carbons 
and ribbons. Proceeds on premise that 
one carbon or ribbon cannot do every 
job well. Listed among factors to be con- 
sidered in selecting the above are: type- 
writer's type and typist’s touch: 
of copies desired; 
ferred. 


oudiibe or 
blac kness of ink pre- 


THE MODERN SECRETARY. Royal Type- 
writer Co., Royal McBee Corp., Port Chester, 


N. Y. Two-color booklet. 22 pp. No charge. 


A “must” 
who cares about her typing and her 
typewriter. Contains “how to” tips on 
erasing correctly, making special char- 
acters on a typewriter, developing a 
pleasant telephone technique, etc. Con- 
cludes with a valuable list of typing 
short cuts. 


manual for every secretary 


<< rea 
For Smartest Secretaries... 
Newest, Finest PLASTIC RIBBON ! 





EXECUTIVE! What's it to YOU? 
Out-of-this-world typing! 


Old Town's new EXECUTIVE Typewriter 
Ribbon is unbelievably thin, for beautiful 
impressions, yet its plastic is the strongest 
ribbon material available. Gives your work 
definitely distinctive style and quality; 
radiance; sharp, clean, black beauty. No 
gray'd or light words or letters. EXECU- 
TIVE will delight you and the man you 
type for. Use it with confidence and pride 
for your important correspondence (to an 
executive secretary that’s practically every- 
thing!) and for offset masters. If your type- 
writer is equipped to handle carbon ribbons 
the EXECUTIVE is a “must” for you! 


Ask your office manager or your stationer 
for an Old Town EXECUTIVE Ribbon. 
Try it and benefit by its superiority. 


OLD TOWN 
CORPORATION 


Established 1917 


750 Pacific Street, Brooklyn 38, N. Y. 








For Successful Secretaries 
—and those ‘‘on the way up’”’ 


Easier, faster ways to handle every- 
day secretarial problems—600 tips 
to help ease your burden of work— 
tactics to put you ahead for a raise 
and the better job you want 


Here is the most complete cuice 

for secretaries ever written! Gives 

you 1-2 answers ¢ ever or 

ceivable office questior Helps you 

develop your judgment and self-re 

liar e i handli gz independe y 
Boo plier lo you 





~ Comp lete 
Secretary’s Handbook 


by Lillian Doris and Besse May Miller 


Examine 10 days free! See for yourself how this Handbook 
an heip you win greater confidence from your empl r 
greater prestige from your associates, aw you in Hne ‘for 
promotion and bigger pay. Check up on helpful points like 


How to set up a ‘‘foolproof’’ reminder system 
How to act for your employer when he is away 
How to make smooth travel arrangements 
How to write letters without dictation 

How to attend to social obligations 

to keep track of employer's een affairs 
How to maintain friendly client — 

How to select your office wardrol 

How to handie aad job and yourself with 
polish and pois 

How to avoid needless overtime work 


@ eeeeeeeee 
=z 
° 
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Prove to your own satisfaction that this is ‘‘the most use- 
ful book a successful secretary can own'’’! Send coupon 
below to get your copy for 10 days’ free trial. 


‘SECRETARY'S DESK GUIDE TO PUNC- 
TU ATION AND SPELLING, WORD DIVI 
SION = HYPHENATION."’ yours as a 


gift when you mail coupon below 

"ee = — — — 

PRENTICE-HALL, INC., Dept. 5886-B-2 

Engiewood Cliffs, New Jersey 

Send me the ‘‘Complete Secretary’s Handbook’’ for | 

Free Examination After 10 days I will either remit 

$4.95 plus a few cents for postage and packing. or 

return the book and owe nothing. I am also to re 

ceive—FREE—a copy of ‘‘Secretary’s Desk Guide to 

Punctuation and Spelling, Word Division and Hyphen 


I 
| ation. 
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Win beautiful Sterling Silver Heirlooms 


GRAND PRIZE 


w n five piece 
Pictured below. A co nplete ar ain ssite 
‘ a service in Lunt: qu 
sterling silver tea service aot, CO 


- ¢+orian pattern bowl. 
Modern oe woh ‘creamer and waste 
pot, suse $700. 


Retail price 


... Hand-Crafted In A 250 Year-Old 
Tradition By Lunt Silversmiths 












enter Esleeck’s ‘Big Idea” contest 


COMPLETE THIS STATEMENT 
IN 25 WORDS OR LESS: 


“TI think my company should include an Esleeck Onion Skin or 
Manifold copy with all correspondence we send out because . . .”” 
Write your statement on a piece of Esleeck Fidelity Onion 
Skin, Superior Manifold or Clearcopy Onion Skin. Paper 
furnished on request. 


Here’s a tip. When your company sends two copies of 
all correspondence, the receiver can route one while 
putting the other in a hold or suspense file. 


RULES: 


1. All entries must be written on a piece of Esleeck Fidelity Onion Skin, 
Superior Manifold or Clearcopy Onion Skin Paper. Paper furnished 
on request. 


2. Entries must be mailed to Contest, Esleeck Manufacturing Company, 
Fig = Falls, Massachusetts, and be postmarked on or before May 


3. Prizes will be awarded on the basis at inasstty, ecient. and aptness. 
Judges’ decisions are final. Entries must original work of con- 
testants, submitted in their own names. 


4. Contest is open to any person living in the United States, its possessions 
or Canada, except employees of Esleeck Manufacturing Company, 
its advertising agency, and members of their families. 


5. All entries become the property of Esleeck Manufacturing Company. 


It’s Easy To Win One Of These 
52 GORGEOUS PRIZES 
Hand-crafted by Lunt Silversmiths 


SECOND PRIZE Beautiful four piece sterling silver ‘‘Modern 
Classic” after-dinner Coffee Service — coffee pot, 
sugar bowl, creamer and tray. A modern rendition of 
pure classic design. Retail price $375. 


20 THIRD PRIZES Each an Early American Sauce Bowl with 
matching ladle. 


30 FOURTH PRIZES Each a set of four delicately detailed 
Shell Ash Trays packed in a handsome presentation box. 
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WHAT'S THE “BIG IDEA” 
IN THIN PAPERS? 


. . cotton fiber for extra quality and strength that 
makes a fine impression whether it’s typed, printed or 
erased! Esleeck cotton fiber onion skin and manifold 
papers have become ““The most copied thin papers in 
America” because of their consistent high quality. 

Whether you prefer cockle, smooth or glazed finish; 
white or colored, Esleeck can provide you with un- 
excelled thin papers made in a wide range of sizes. 


THIN 
E PAPERS 


papers in America” 







FIDELITY Onion Skin 100% Cotton Fiber 
SUPERIOR Manifold 25% Cotton Fiber 
CLEARCOPY Onion Skin 25% Cotton Fiber 


White (regular and fluorescent), Blue, Canary, Green, 
Cherry, Tuscan, Goldenrod. 


WRITE FOR FREE SAMPLES 


Remember: 


Mail Your 
is Entry To: 


Contest, 


ESLEECK MANUFACTURING COMPANY 
Turners Falls, Massachusetts 
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PERIODIC PAIN 


Midol acts three ways to bring 
relief from menstrual suffering. 
It relieves cramps, eases head- 
ache and it chases the “blues”. 
Sally now takes Mido! at the 
first sign of menstrual distress. 





ce 24-page book explaining menstruction 
is yours, FREE. Write Dep't B-29, Box 280, 
New York 18, N. Y. (Sent in plain wrapper). 


(~ “WHAT WOMEN WANT TO KNOW” 











VIEWS FROM THE FRONT OFFICE ON... 


The Lunch Hour 


{ monthly column featuring top executives’ 


views on various office situations 


ABE SCHRADER, President, Abe Schrader ¢ 
CATHERINE R. READY, Assistant Director, 











RAY JOSEPHS, Public 


ALTHOUGH THE LUNCH PAIL is no longer 
in vogue, working gals are carrying their 
lunch to the office in facsimiles thereof. 
The hungry-but-fashion-conscious conceal 
the wax paper in oversized pocket- 
books. Not so the simply-hungry, who dis- 
play their wares in paper bags. But, be it 
handbag or paper bag, the sandwich has 
become as familiar an oflice accessory as 
the conventional white gloves. 

Many of the “I brought a sandwich” 
contingent resort to lunch at their desks 
as a substitute for the unattainable break- 
fast in bed. In general, company officials 
frown upon a practice that turns the desk 
into a picnic grounds. Ray Josephs, pub- 
lic relations consultant, understands “that 
a lack of good eating places with reason- 
able prices encourages secretaries to bring 
their lunch to the office.” But he adds: “If 
a cafeteria is provided, employees should 
eat their sandwiches there rather than at 
their desks.” 

As Catherine Ready of Bristol-Myers 
points out: “Rugs, drapes. desk tops, and 
important papers are often the innocent 
victims of lunch mishaps under these cir- 
cumstances.” Can one blame the boss 
whose wrath is aroused at the sight of a 
mustard-smeared budget report? 

Miss Ready also regards eating at one’s 
desk as a mental hazard of sorts. “The 
lunch hour should be a welcome pause in 
the working day, a time to regain com- 
posure. Lunching at one’s desk deprives 
a person of the necessary change of pace 
needed to refuel for the afternoon 
ahead.” 

Abe Schrader, president of the Abe 
Schrader Corp., will permit a desk meal 
“only if the desk is hidden from public 
view.” The reason is obvious. “A business 
is continuously being judged by the pub- 
lic. The sight of secretaries eating within 
a business office gives the business a 


Educational Service Department, Bristol-Myers Company 


Relations Consultant 


sloppy appearance. A girl whose desk is 
conspicuous should retire to a spot where 
she cannot be seen.” 

Eating at one’s desk presents other 
problems. Many employees who prefer 
this type of meal refuse to look upon it 
as a lunch hour. To quote Catherine 
Ready: “Some secretaries feel that eating 
within the physical confines of the office 
entitles them to leave for another hour of 
shopping and visiting.” 

Officials are quick to agree that such 
employees are short-changing their com- 
panies. “The secretary who argues that 
she is actually at work while lunching at 
her desk is not being truthful.” adds Mr. 
Schrader. “No one can give full attention 
to her work while munching a roast beef 
sandwiclr and leisurely sipping a choco- 
late milk.” 

“Paradoxically.” says 


Miss 


“there are also secretaries who would not 


Ready. 


think of using more than their legal lunch 
hour, but think nothing of spending thirty 
minutes on an after-lunch make-up job.” 
How about the employee who asks to 
come to work late or leave early, com- 
pensating for this by passing up her lunch 
hour? Not to be encouraged, urge our con- 
tributors. Ray Josephs opposes it because 
of “the adverse effect it has on other em- 
ployees, and the havoc it can wreck with 
schedule.” Abe 


Schrader vetoes such practices for a more 


the employer's work 
elemental reason—hunger. “The girl who 
does not eat lunch must take numerous 
coffee breaks, candy breaks, and the like, 
throughout the day. This, as well as the 
possibility of her becoming ill, impairs 
efficiency.” 

So, when next you’re tempted to pull 
out a “tuna on rye” at your desk, think 
of the boss. This is one case when the way 
to a man’s heart is not through the stom- 
ach. 
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Ask For A Ratse 


BY 


® Reams of advice have been written and 
printed on this touchy subject—some of 
it facetious and bordering on the ridicu- 
much of 


lous, it serious and _ thought- 


provoking. With a new year just under- 
way and the HCL getting no lower as taxes 
and inflation take their toll, it's worth 
considering as part of your own over-all 
program. 

Time was when an employee waited 
patiently and prayerfully for the boss to 
show his appreciation concretely. Some 
people still hold that this is the best pro- 
cedure, since if your employer doesn t 
think you deserve a raise, it might dam- 
age your position to ask and be refused. 

We all love the thought of earning- 
and receiving—a raise fat enough to give 
us a few dollars more each week and mot 
kettle of 


However, it’s an 


so fat as to land us in a new 
income-tax deductions. 
excellent idea to take stock of yourself 
occasionally and decide whether you 
would honestly vive vourself a raise if you 
were sitting in the boss” swivel chair. 

It ean't be done solely on the basis of 
seniority. There are numerous other fac- 
tors that enter into the employer-secretary 
relationship, many of them far more im- 
portant than length of service. Here’s ow 
suggested check-list—vou may want to 
ilter or amplify it to meet your own par- 
ticular situation. 

- Do vou suit vour 
hoss 7 Weve talked 


ployers in all types of executive positions. 


S¢ hedule fo vour 


to hundreds of em- 


ach one has stressed the importance ol 


ving his secretary there when he needs 


er. If he’s an early-bird, vou must be 


is early—and. ideally, a few minutes 


ead of him to have his mail opened. 


ted, and the necessary attachments on 


he catches a 5:35 train. don’t leave 


PEGGY NORTON 


him alone in the office after five. Even if 
a last-minute emergency arises only once 
a month, he still is entitled to your serv- 
ices until he has said good-night. The 
feeling of being deserted may be subcon- 
scious and never expressed, but it will 
show itself sooner or later. 

2. Do you try to anticipate his cvery- 
day needs? While every boss wants his 
secretary on tap when he needs her, the 
trait he notices very appreciatively—and 
the one he is most likely to mention if he 
is pinned down to why he likes his secre- 
tary—is, “She always knows what I need 
without my asking her.” 

In a surprisingly short time, a smart 
secretary can study her boss’ working 
habits, and familiarize herself with his 
routine “must do’s.” She knows what day 
he must begin a certain report, when he 
must follow up on inter-office projects or 
schedule another committee meeting, how 
often he should replenish his wallet (cer- 
tainly just before he takes company guests 
to lunch or dinner), and when he should 
visit the barber. She eventually learns to 
anticipate his less regular needs and can 
tell by 


pected phone call what file material to 


his intonation during an unex- 


slip onto his desk so he can talk intelli- 


cently without delay. 


ae Do vou end avor to spare him need- 
less interruptions? | his is another sterling 
or 24-karat 


utive 


trait much coveted in the 


true exec secretary. [t means learn- 


ventle art of wheedling informa- 


ing the 


tion out ol telephone callers and visitors 


without being officious or offensive. It 


necessitates the sure knowledge of when 
to accept the interruption, when to post- 
pone it. and when to refer it to someone 
else. It 


knack of telling a white lie if imperative. 


Another equally difficult problem lies 


also requires the hard-headed 


ROLLASON 


in handling inter-ofhice interruptions—the 
subordinate who feels he can’t possibly 
take another step without consulting your 
boss, the equal who may be free between 
appointments and wants to chat on a not- 
very-urgent topic, and the superior who 
is in a froth about something vital to him 
but not necessarily so to your boss. (Edi- 
tor’s note: This is such a ticklish one. We 
recommend sitting tight and being pre- 
pared to proceed on the double to make 
up for lost time after the bigwig has 
steamed off.) 

A third and most important category 
is your own grouping of all questions, 
messages, and problems so you are not 
constantly running in and out of you 
boss’ office. (He may be understanding 
about outsiders’ interruptions but down: 
right irritated by yours.) 

1. Do you spare him as much routine 
work as possible? As you become more 
familiar with your employer's work scope, 
you should try to do as much as you can 
to relieve him of repetitious detail. Let 
him know you are eager to assume new 
responsibilities. An outstanding woman 
vice-president of a well-known insurance 
that the 


shoc king lesson she evel learned oct urred 


company once told me most 


early in her secretarial career. Her em 
ployer asked her how good she was at 
doing some out-of-the-ordinary job. and 
she hesitated, not wanting to claim pro 


had 


done. Noting her hesitation and putting 


ficiency for something she seldom 


it down to reluctance, he quickly said. 
“Never mind, [ll get someone else to 
do it.” 

From that moment, she determined to 
say she could do anything—even if she 


had to find out how later on—and she 


credits much of her rise in business to 


that firm resolve. (¢ ontinued on page 56 
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NO 
CURL... 
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Especially suitable for use with Electric Typewriters 








AND GUARANTEED BY. THE MANUFACTURER OF THE FAMOUS ‘ 
EASY WRITING ROYAL —- WORLDS NO. 1 TYPEWRITER Get crisp, sharp 


ROYAL McBEE CORPORATION, PORT CHESTER, N. Y . . 
copies every time! 
Roytype’s new, top-quality carbon paper, especially 


suited for electric typewriters, is a real whiz at improving 
the looks of your copies. 


FREE SAMPLES... 


on request! Just fill out 


“ } and mail this coupon 

os (clipped to your Ietter- Sheet after sheet, you get a clear, sharp finish with no 
head) —or call your Mr blurs or smudge. Doesn’t slip or curl—and it’s longer 
Roy Type, the Roytype . 
Representative. lasting. Roytronic (TM)* is plastic-coated and its ink 


formula includes pure, imported carnauba wax that 
eliminates ‘‘tracks’’ on your copies. Carbon-Keeper Box 
$ slips neatly into stationery slots of desk drawer. 


ROYTYPE 


carbon papers, ribbons, 
quality supplies 
for all business machines 


Products of Royal McBee Corporation, 
d’s Largest Manufacturer of Typewriters. 


fee ee eee eer eee eee eee reer eer eee eee reese eeeeeeeeeeeeeeeee 


Royal McBee Corporation 
Department D, Port Chester, New York 


Please send me FREE samples of your new ROY TRONIC Carbon Paper 


Your Name——_ 


Firm Name— 





Street Address 


“ 





toyal McBee Corp Copyright 1959 Roya) McBee Corp. 
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T SECRETARIAL SCHOOL they didn’t teach 
- Emily Suesskind anything about crepes su- 
zette. Yet the ability to serve these tantalizing 
French pancakes with a flourish at studio lunch- 
eons is just one of the many facets of Emily's fas- 
cinating job. 

Emily is a set retary who leads seven lives. Her 
boss is famed photographer Ivan Dmitri. In his 
ofllice-studio. high above New York's Park Ave- 
nue, she can be—and often is—a model, public 
relations expert. photographic assistant, carpen- 
ter, sales agent. hostess, and secretary—all with- 
in one working day. Her job is the kind that most 
girls dream about. 

To start at the beginning. Emily took her 
Gregg. typing. and general office training at the 
Katharine Gibbs School in New York. When Ivan 
Dmitri needed someone to look after his busy 
office a number of years back, he contacted the 
placement bureau of the school; and Emily was 
recommended. She arranged for an interview and 
arrived at the studio to find three men seated 


around a small table finishing a luncheon of 


Father and son—Ivan Dmitri and Peter 
at the photographer's one-man show. 






by Stanley 
Englebardt 











pungent-smelling Oriental delicacies. 

Emily announced herself, and 
Dmitri, an open-faced friendly man. 
ereeted her and quickly introduced 
her to his luncheon guests. In between 
“how do you do’s” Emily managed to 
glance around the studio. There was 
no photographic equipment evident. 
The walls of the room, however. were 
covered with fine paintings and the 
furnishings were quietly tasteful. Her 
confidence slowly ebbed. 

After a very brief interview. Dmitri 
asked her to compose answers to two 
letters. “One.” he said, “is from a 
very nice woman in Kansas. She wrote 
me a fan letter—a poem, in fact 
about a photograph that appeared in 
The Saturday Evening Post. Vd like 
vou to thank her but, at the same time. 
discourage a continuing exchange of mail. We don’t have 
time for that. The other letter I'd like you to prepare is a 
request to General Electric for replacement of a light 
meter.” 

Emily went into a small office just off the main studio. 
She looked at a blank sheet of paper for almost fifteen 
minutes. Then she took a deep breath and began to type. 
When the letters were finished she handed them to Dmitri. 
and he told her he’d get in touch with her. As Emily left 
the office she was sure she wouldn't get the job—although 
now she really wanted it. 

The next day a call came through asking her to report 
to work on Monday. 

Since that day Emily’s horizons have grown by giant 
steps. She learned quickly that Ivan Dmitri—whose real 
name is Levon West—was a famous artist before he be- 
came a photographer. In fact, his etchings are classed 
with those of Rembrandt, Goya, and Whisiler. 


Emily also discovered that Dmitri is considered photog- 
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Photo contest judges: Leopold Godou sky. co-inventor or Koda hrome: columnist Vor- 
ris Harkness: 


Ivan Dmitri. Looking on—Emily who keeps track of pictures and notes 


raphy’s first master. A constant stream of world famous 
people visit his studio just to talk with him or view his 
color work. And it is the handling of these people, plus the 
normal routine at the office. that has given her “seven 
lives.” 

Let’s take a look at a “typical” day—even though no 
two days are alike. Emily gets to work about eight-thirty 
or nine o clock. Dmitri arrives soon after. and the two of 
them settle down over a morning cup of coffee for review 
of their little red “bible.” The “bible.” more than just a 
daily calendar. is a book that reflects all the things they 
have to do. should do. or might do during the day. The 
items in the book are extensions of notes Emily diligently 
recorded during the preceding days. weeks. and months. 

“An important part of my job.” she says, “is keeping 
track of all the bits of information that crop up during 
the day—and putting them in their proper place. Dmitri 
may be engaged in several projects at once and still find 


time to stimulate future activities. Its up to me to keep 
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all the odds and ends in their proper perspective. Any- 


thing of consequence goes down in that little red book.” 

Once the day's activities are organized, Emily and 
Dmitri attack the daily pile of mail. As they go through 
each piece of correspondence, Dmitri either gives his sec- 
retary the general drift of the reply or dictates a detailed 
letter. Then Emily retires to her office to transcribe het 
notes. 

Because of the constant demands on his time. Ivan 
Dmitri prefers to hold luncheon meetings in his studio 
rather than at an outside restaurant. But he is a perfec- 
tionist and a gourmet—and lunch is not a matter of has- 
tily ordered sandwiches from the local delicatessen. 

“Luncheon—or any meal—should be a pleasant. relax- 


» experience,” Dmitri comments. “This means quiet sur- 


roundings, good service, and good food. That's where 


Emily comes in.” 


He goes on to explain—rather pointedly, in fact—that 


ruary, 1959 


tmily is neither cook nor waitress. She appreciates fine 















Emily’s day may include ° 
registering guests at a shou 
opening: filing color trans- 
parencies (there are over 
75.000 transparencies on file 
“partying with fellow sec- 
retaries: confirming an 


transparencies at a picture 
meeting: displaying color 


enlargeme nts 


food. too. She also realizes the business value to Dmitri 
of these luncheon meetings. Her function is to see to it 
that they are carried off efficiently and with seemingly 
little effort. 

“Behind-the-scenes. though. there's quite a bit of work 
involved.” Emily says. “Only yesterday, Dmitri enter- 
tained two advertising executives for lunch. We planned 
the menu during our morning pow-wow. First course was 
thick French pea soup. Next came hot rotisserie-broiled 
chicken with a salad of endive, lettuce, and chopped cu- 
umber. Afterwards we served demi-tasse and pastry.” 

Sounds like an ambitious menu for a place of business. 
Yet with split-second timing Emily was able to handle it 
with a minimum of trouble. 

“One of the secrets,” she explains, “is to order the vari 
ous menu components and have them arrive at the precise 
moment they are needed. It’s really a job for a secretary 

setting up your sources for the food. explaining to the 
storekeepers exactly how you want it cooked, and when 
you want it. and making sure delivery is at the right time. 
Sometimes | pick up things myself, just to be on the safe 
side.” 

Emily enjoys arranging these informal studio luncheons. 
One of her favorites was the crepe suzette affair a few 
weeks ago. This ranked high for two reasons. The crepes 
themselves were delicious—Dmitri has a private source 
for preparing the thin French pancakes. And Emily had, 
with forethought, asked her boss to order some “extras.” 
That afternoon. during the coffee break, she was able to 
invite several secretaries who work on the same floor to 
a little party. “We work hard, but we also find time to 
relax.” Emily says. 

A good deal of Ivan Dmitri’s work is conducted on lo 
cation. He receives assignments from leading magazines 
to cover a particular story and goes out to take the pic- 
tures. That means flying trips to almost any place in the 
world. 


W hile Dmitri is aw ay Emily must (Continued on page 50) 
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assignment: projecting color 





THE ART OF 


“Gimme . . . Gimme . . .” may work well 
enough for two- and three-year-old youngsters. 
But adults, who make requests in such a de- 
manding way usually find they're minus a lot 
of things they really want. 

You'll have many occasions during your life 
to ask for things by letter. Things for yourself. 
For your boss. For your company. For your 
family. For clubs to which you belong. 

Here are a few examples . . . You may have 
to ask for information. For permission. For a 
favor. For a payment. For an interview. For 
consideration of a suggestion or proposal. For 
an exchange of merchandise. 

It’s much more difficult to ask by mail than 
to ask in person. In the latter case. you can 
use to full advantage a warm tone of voice 
and pleasant facial expressions. You can tell 
immediately when you've puzzled your listener. 
You can sense his annoyance in case of unin- 
tentional abruptness. In person you can remedy 
these faults at once. 

With a letter you don’t have that second 
chance. You must plan your letter so it’s not 


abrupt or puzzling . .. so it is warm and 
pleasant. ... Be sure your written request is 


vou at your best. 

Adding the word please certainly improves 
any request. (“Please gimme” sounds a bit 
better, doesn't it?) But that alone won't do the 
job. In addition you must: 


State exactly what you want. (Make it clear.) 


Give enough information to permit a deci- 
sion. (Make it complete.) 


(mit useless details. (Make it concise.) 


Permit no errors to distract your reader. 


(Make it correct.) 


Have a warm and pleasant tone. (Make it 
courteous.) 


Use a style that’s easy to read and under- 
stand. (Make it conversationa!.) 


Do all you can to help your reader help fou. 
(Make it co-operative.) 
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BY JACQUELYN WENTZELL 


et. 
Pity the poor furniture dealer who got this 
request: 
‘ _ 
-—o_oooroer-o oOo oe oe o_ _ -: Oe - es — Os se —_ 
aa | 
| 
; | Dear Sir: l 

/ 

/ | | want information from you at the earliest | 
| possible moment regarding a new desk for my | 
| office | 
| Yours truly, | 
a a a ee one 

=—_ ‘ ] 
bah } The poor dealer is left wondering: 
~~ 
+ , 
“ ‘ What kind of work this person does. (There 
~_—— ; t are desks for typists. desks for draftsmen. 
te 4 
—~——— " 4 : and so on.) 
} 


What price range might be of interest. (He 
has desks ranging in price from $85 to 


$1500.) 


What material and color might appeal. 





4 (Wood? Metal? Brown? Grey?) 
ny 
.* Whether the writer is now using an orange 
\ . : . 
} j crate. (Sounds so impatient!) 
} Wouldn't they both be better off if the request 
] had read: 
co a ow oe om 6 Om oe eo ee ee ee eee me | 
j | | 
| | 
| Dear Mr. Crouse: : 
| 

| Will you please send me information about | 
l secretarial desks. A tan wooden desk in the | 
$100 to $200 price range would be of greatest 
\ | interest to us. | 

} | Since we'll need the desk by April 15, we'd 
as | appreciate hearing from you as soon as possi- | 
} an | ble. | 
, | | 
Ba | l Sincerely yours, | 
{ | | 
| 
Ls dccssiabeeiacippivetomanmennteinganat “ 
\ \t the other extreme. this one goes into great 


detail—most of it superfluous: 


Dear Sir: 


| 
| | 
| | edit a periodical publication for a club in : 
our town. It is composed of people who are | 
| interested in the relatively new international 
| language, Esperanto, which was originated by 
| Dr. Zamenhof in 1887 and about which you | 
| have probably heard something before. Our | 
| publication, entitled Esperantist, is distributed | 
| every three months. For your general informa-_ | 
l tion, | am enclosing a copy with this letter. | 
| read the Times every day and thus see your | 
| cartoons. | have written them and received | 
| their permission to reprint cartoons if the artist 
| also is agreeable to my reprinting such car- | 
| toons. Now | am writing to ask you if you will | 
| grant permission in connection with a cartoon | 
| of yours which appeared in December. | 
| | would like to hear whether or not you are | 
l agreeable. | 
| 
| | 


Yours truly, 


The artist probably felt anything but agreeable 
by the time he reached the end of this letter- 

if he reached the end! In spite of the many 
details, the writer failed to include pertinent 
information. He was vague when he should 
have been specific. He took too long to get to 
the point. Here’s a version that starts off with 
a pat on the back for the reader and ends with 


i suggestion to save him time and trouble: 


Dear Mr. Haney 


| 
| 
| Your cartoons in the Times are always in- 
| teresting and entertaining. May | have your 
| permission to reprint one? It appeared Decem- 
| ber 9 on page 19 with the line, “One picture's 
| worth ten thousand words.” The Times will 
| allow reprint if you agree. | would, of course, 
l give full credit to both you and the paper. 
I'd like to use the cartoon in a club magazine 
| | edit. The club is a nonprofit group of 72 
| persons interested in the international lan 
| gauge, Esperanto. The magazine, a quarterly 
| called Esperantist, is distributed free and goes 
| only to members. A recent copy is enclosed. 
| Your initials plus a “yes” at the bottom of 
| this letter will let me know if we may use your 
cartoon as I've specified. The enclosed en 
| velope is stamped and addressed for your con 
| venience in sending your answer. We'll cer 
: tainly appreciate your consideration. 
| 


Sincerely, 


ee 


laws cntsqneeisionilanhimpigns 


(Continued on page 53) 
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: iw ACT is. in a sense. to communicate. How a secre- 


tary acts may reveal her personality, her background 
and—even her ethics. 

The way she reacts when given a job can indicate 
enthusiasm, enjoyment of a challenge, or an easy accept- 
ance of responsibility. The pleasant alert way in which 
she greets a caller shows she is ready to handle his 
problem capably and with consideration. 


Your conduct in such situations will inevitably com- 


I”) 


municate definite impressions of you, of your executive, 
and your company as well. 

When questioning executives and secretaries, I invited 
comments on the secretary's ability to communicate by 
action. A blizzard of opinions and suggestions resulted. 

Their comments indicate what you must be to function 
effectively as your executive’s “Deputy,” “Work Manager” 
and “Follow-through Expert.” They should tell you the 


type of person an employer wants—and, in some instances 
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doesn’t want—functioning as his personal secretary. 
Of course, a secretary's writing. speaking. and acting 
assignments often overlap. This is inevitable, considering 
the many quick-change roles she must play. She doubles 
as oflice hostess. social secretary. personal emissary, travel 
agent, researcher. mediator in office affairs, and alter ego 
to her executive. In these contacts, she is not just Miss X, 
secretary to Mr. Y. She is his—and the company’s 


personal representative. a sort of Secretary of State. and 


February, 1959 


she will often have reason to feel that she is running John 
Foster Dulles a close second in activity. Certainly, she 


will have need of both tact and diplomacy. 


How She Feels About Her Job 


Of basic importance is the secretary's attitude toward 
her job—her perspective. her comprehension of the part 
she plays in the total picture. An elemental part of this 
attitude is the realistic appraisal of her own abilities. 

She should realize that the position of private secretary 

is acquired gradually through satisfactory accomplish- 
ment. The wise secretary doesn't tell people how good 
she is. She lets her deeds speak for themselves. She is 
not impatient with the minor routine given her as a be- 
ginner. doesn't imply that she feels capable of starting 
near—if not at the top “with her name on the door and 
a Bigelow on the floor.” 
Says one employer, “Overconfidence in a beginner who 
does not understand the value of experience is deplored 
by those who must work with her. If she is opinionated 
about ‘how we did it at Blank’s.” where she attended 
school or worked before coming to us. someone is in for 
a rough time. Usually. its the girl herself.” 

Closely related to this is the virtue of objectivity. The 
ability to take suggestions and criticism without personal 
affront is one of the most important of secretarial “atti- 
tudes”—for beginner or old timer. 

Sincerity. willingness. enthusiasm. cheerfulness, per- 
sistence. and flexibility—all these are required to form 
that perfect composite known as the executive secretary. 
An additional need—-sense of pride in the job. 

Employers talk about the attitude of “proprietorship.” 
They have it. (They cannot understand why more would. 
be executive secretaries do not.) One executive defines it 
as being “willing to absorb some of my foul balls.” 
Translated from the vernacular. this means that he seeks 
in a secretary the capacity to accept responsibility and 
to co-operate with genuine loyalty to the company. 

The secretary who answers this description cares 
whether objectives are realized because she has made 
them her own. One employer emphasizes this: “If a person 
of only average general ability possesses this attitude, she 
is a superior employee. 

Unfortunately, too many employers are unsuccessful 
in their search for such secretarial material. Laments 
one: “It seems increasingly diflicult to find capable secre 
taries. Many of our younger women lack traits that our 
older ones possessed when they came to us—traits that 
we value highly: specifically, a capacity for loyalty to 
the organization, the ambition to master a job completely. 
the flexibility and willingness to do whatever needs to be 
done, not just “my own job. wl 

Too often the employer's comment about attitude is 
expressed in words like these: “Many young women work 
‘just for a lark.’ A job attracts them in direct proportion 
to the amount of glamour it affords. They're just putting 
in time here until something more glamorous offers itself. 
from our point of view, they're just putting in time here 
until we can find someone better.” 


(Continued on page 24) 
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by Maura Mara 


@ How MANy Times today have you used a_ pencil? 
Chances are there’s one in your hand right now——if not 
between your teeth or behind an ear. Yet. how well do 
you know this deskfellow? Not very! The following is 
the attempt of one penitent pencil persecutor to restore 
dignity to this oft-used and much abused implement. 

Few of us realize how versatile a tool the pencil is. 
There are over 350 types to choose from. among them a 
butcher's pencil that writes on meat. a surgeon’s pencil 
to mark human skin, and wax pencils that write on glass. 
rubber, and cellophane. More familiar to most of us 
are the wood-cased and mechanical pencils that make up 
our work-a-day existence. Familiarity breeds contempt. 
and pencils are no exception to the rule. They suffer 
from a severe case of an “uninformed public.” You. for 
instance. Do you realize the steps between “potential and 
pencil ?” 

Forty different materials must go through 125 sep- 
arate processes before the finished pencil is complete. 
In fact, if a homecraftsman were to start from scratch. 
it would cost him $50 to make a single lead pencil. You'll 
understand why as we accompany a pencil on a simpli- 


fied version of its three-day “birth.” 





Only the finest cedar wood is used in the pencil-manu- 
facturing process. It must meet strict requirements for 
softness of texture. straightness of grain, and ease of cut- 


ting. After felling, this lumber is seasoned. processed into 





slats, and sanded. These slats are then passed through 
grooving machines where each slat receives eight parallel 
erooves. one half the thickness of the lead. Great accu- 
racy is required for this operation. The space between 
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each groove must be equidistant so that any two slats 

may be arranged face to face. ' 
Leads are then placed in the slat grooves. These leads 

contain graphite and clay. Both minerals have been 

broken down into minute particles. cleaned, and mixed 

under 1.000 pounds of pressure. Not until the leads are 


shaped. and hardened under 2,000 degree heat are they 





ready for insertion. The leading process can be done by 
hand or machine. although it takes several months to 
train a normally ambidextrous person to be a satisfac- 
tory “leader.” 

After the leading. glue is applied to the surface. and 
a second slat is placed over the lead-filled slat. The re- 
sult? A lead-filled wood sandwich called a block. Con- 





trolled hydraulic pressure permanently binds the two 
slats. and the block is left to dry for twenty-four or more 
hours. 

The pencil-potential is then treated to a “Helena 
Rubinstein” special. First. a shaping. Excess glue and 
overhanging lead are “squared” off the end of the block. 
High speed cutters shape the block into eight individual 
pieces a la round or hexagonal. Next. a facial. Each 
panel of the pencil receives a sandpaper treatment for 


smoothness. An inspection for off-center and short leads 
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follows, imperfect pencils being discarded. Not to be 
omitted, a shampoo. The pencil is passed through a bath 
of lacquer where it receives from 3 to 13 coats of varnish. 
more than that applied to a Cadillac. Not until the paint 
and varnish have dried is the pencil stamped with a metal 
die bearing the company name, trade mark, and lead 
degree. As a final touch before packaging, a brass tip 


and rubber eraser are added. 


ENOUGH OF THE IMPORTANCE of being a pencil, what of 
its personality? Lead pencils are individuals despite 
their mass-production origins. A predominance of yellow 
coats and rubber caps may cast them as conformists, but 
not every pencil has the same “lead on its shoulders.” 

Degrees of lead hardness and softness are the major 
differentiating factors among black lead pencils. Lead. 
as stated above. is composed of clay and graphite. The 
hardness or softness of the lead is controlled by the rela- 
tive proportion of these elements. The higher the clay 
content. the harder the lead. and vice-versa. The ability 
to control the quantity of clay and graphite makes pos- 
sible pencils of varying leads. Good writing pencils are 
available in five or six degrees, progressing from a very 
soft number 1 to the harder numbers 5 and 6. Top-grade 
drawing pencils offer a choice of 17 degrees. 

The question is not which is best. but which is best 
for your job. A hard lead produces a fine light line and 
is ideal for detailed work such as drafting. The softet 
leads are used for art work requiring heavy lines and 
bold writing. The Number 2 pencil, a medium lead, is 
used most frequently in daily transactions. 

Some pencils saw fit to rebel against the drabness of 
a black lead life. Hence. colored pencils. Offered in a 
host of shades and lead degrees. these pencils are avail- 
able with indelible or water-soluble leads. The former. 
made with insoluble color-fast pigments, are preferred 
as they neither smear nor run under accidental wetting. 

Liquid graphite pencils. relatively new to the writing 
field, boast of a liquid lead that writes dry. If you dread 
those daily treks to the sharpener, liquid graphite pre- 
sents a solution. These points never break, never need 
sharpening. Liquid graphite is also leak-proof and erases 
easily. 

lor those fascinated by movable parts, there is the 
mechanical pencil. Credit for this implement belongs 
to a discontented draftsman who wanted a uniform 
holder for the ever diminishing lead stick in his wooden 
pencil, . 

Today’s mechanical pencil bears little resemblance to 
its predecessor. The first of these pencils had a clutch 
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that merely released the lead and allowed it to slide 
forward. It still had to be sharpened. Although a thin 
lead soon made possible a consistently fine point without 
sharpening, the pencil simply propelled forward the sin- 
ele lead it held. If the point extended too far, it had to 
be driven back by pressing the tip against a sheet of 
paper. 

Later inventions solved these and many other prob- 
lems. The repeating type pencil made it possible to in- 
sert numerous sticks of lead in one pencil. The mecha- 
nism automatically released another piece of lead when 
the previous one was used up. 

Mechanical pencils are now grouped into two classi- 
fications according to the way they hold the lead 
propel-repel and propel only. In the propel-repel, a stick 
of lead smaller than the tip of the pencil is held in place 
by a plunger mechanism. This lead can be propelled 
from the point or retracted by merely turning the point 
mechanism. The propel-only pencil features a lead stick 
that is larger than the diameter of the tip of the pencil. 
To accommodate this larger lead, the tip is machined to 
expand as the lead passes through it. This permits the 
lead to be gripped at the tip of the pencil which is the 
actual point of contact with the paper. 

In our bargain-minded age where people purchase in 
haste and repent in installments, the pencil remains a 
friend in need—without afflicting need on others. A five 
cent lead pencil draws a continuous line of over 38 miles. 
Even a Volkswagen only gives 32 miles to a gallon! So 
next time you pick up a pencil, do so with respect. You'll 


be holding that rare blend of effectiveness and economy. 


February 23-28 is Pencil Week 





Manufacturers of 
Wood-Cased and Mechanical Pencils 


Autopoint Co., Division of Cory Corp.. 
3200 W. Peterson Ave., Chicago 45, Il. 


Blaisdell Pencil Co., Bethayres, Pa. 


Richard Best Pencil Co., 
211 Mountain Ave., Springfield, N. J. 


Joseph Dixon Crucible Co., 
Wayne and Monmouth Sts., Jersey City 3, N. J. 


Eagle Pencil Co., Danbury, Conn. 


Eberhard-Faber Pencil Co.. 
Crestwood, Wilkes-Barre, Pa. 


Esterbrook Pen Co., Delaware Ave., Camden, N. J. 


A. W. Faber-Castell Co., Inc.. 
11 Dickerson St., Newark, N. J. 


General Pencil Co.. 
67-73 Fleet St., Jersey City 6, N. J. 


Linton Pencil Co., Lewisburg, Tenn. 


Reliance Pen and Pencil Corp.., 
South Sixth Ave., Mt. Vernon, N. Y. 


W. A. Sheaffer Pen Co., Fort Madison. Iowa 


Venus Pen and Pencil Corp., 


500 Willow Ave., Hoboken, N. J. 
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She Gets Her Job Organized 

The secretary that executives are looking for shows 
initiative. As a beginner. she gets her job organized. 
She runs it; it does not run her. She studies the company. 
the people in it, its scope of operations, and its policies. 
She keeps abrest of current events affecting her company 
or her executive. 

She anticipates “adjustment” to the personality of her 
executive. She asks him questions when she knows that 
to proceed without instruction would be folly. However. 
whenever possible. she finds the answers herself. 

One experienced secretary gives this advice about 
getting off to a good start. “This may be a small thing. 
but when I learned this lesson. I felt that I had taken 
juite a stride toward becoming a real secretary. As a 
heginner in the office of a large organization, I felt be- 
wildered. When asked a question. more often than not I 
would reply timidly. ‘] don’t know.” I am sure that my 
hoss and my co-workers were ready to give me up as 
hopeless before | learned to say straightforwardly, “Il am 
sorry | don’t have the answer to that question, but I shall 
be glad to try to get it for you.’ I strongly recommend 
this technique to any beginner—followed by action. Go 
vet the answer.” 

And another secretary found that learning to “pace” 
herself was one of the biggest problems she had to con- 
front. “There are rush periods and slow periods.” she 
explained. “My advice to a beginning secretary is this: 
Learn to utilize the slow period to dig into other than 
routine aspects of your job. Be willing to exert yourself 
when the heat is on. You will surprise even yourself by 
the amount of work you can turn out when you have to. 
And you can be sure of the gratitude of an employer who 
is putting in eighteen hours a day at Ais job!” 

As the secretary’s responsibilities and her familiarity 
with her executive's routine increases. she learns to 
anticipate his needs and his reactions to different situa- 
tions. She learns to act for him, with little guidance or 
supervision. She has. in fact, become Ais work manager, 
reminding him of important events and helping him to 
prepare for them. 


She Gets Along With Co-Workers 

The ability to get along with her fellow workers is 
fundamental to her effectiveness as an executive secretary. 
As a link between her executive and others in the com- 
pany, she must have their confidence and respect. This 
she earns by being genuinely friendly but not “folksy.” 
Over-familiarity can earn only disrespect. 

She shows a genuine desire to help others whenever she 
can. She keeps out of office politics. She doesn’t encourage 
co-workers to tell her their gripes and grumbles. She dis- 
cusses her executive and her work as his private secretary 
only in the most general terms. She doesn’t flaunt her 
inside knowledge of important matters. She accepts the 
fact that her conduct will influence others; as a conse- 
quence, she sets a high standard for herself. And if she is 
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intelligent, she will know when to “throw away the rule 
book and handle a knotty problem with innate good sense.” 

One employer describes the ideal relationship between 
his secretary and other employees in these words, “She 
is sincerely friendly but not ‘pushy.’ She goes out of her 
way to be helpful and so receives willing co-operation. 
Sometimes when | have been having a very hard time sell- 
ing someone my point of view. a word from her by way of 
the secretarial grapevine has helped prepare the way.” 

This secretary knows the importance of interpreting 
her executive's instructions rather than issuing them as 
her own. Says she: “I never try to give the impression that 
| am the one who is issuing the order or originating the 
request. although in some cases this may be true. When 
| must prod an associate, | am as tactful as possible. 

Above all, I never try by manner, speech, or tone of 
voice to give a dictatorial impression or to ‘throw my 
weight around.’ ” 

Several executives went a step further, saying. “She 
must be able not only to get along well with co-workers 
but to help them to get along with each other. That is a 
real talent. It takes mental and emotional maturity. The 
secretary who can intercede successfully to prevent an 
office hassle has the gift of perceptiveness, real courage. 
and a genuine spirit of helpfulness (something quite 
different from meddlesomeness)”. 


She Looks the Part 

“Looking the part of an executive secretary certainly 
helps one to get there.” says one executive. “Sometimes 
appearance is the factor that tips the scales in a decision 
to promote a young woman.” 

Many companies prescribe simple regulations for ac- 
ceptable office wear. The personnel manager of such a 
company says rather negatively, “If a young woman is 
not willing to observe such company regulations, we can’t 
trust her. The natural assumption is: if she is unco-opera- 
tive about obvious things, she will be even less co-opera- 
tive about matters which unfortunately would not be s« 
readily apparent to us.” 


She Sets an Example 

In many small ways the executive secretary is in a 
strong position to influence others—in her acceptance 
of company regulations, in her dress and grooming stand- 
ards. in her own strict code of personal ethics. Take the 
little matter of punctuality and regular atendance. Onc 
employer says, “The more important a secretary is to her 
executive. the more dependent he is upon her being there. 

Furthermore, her punctuality in arriving on the jol 
“to get things going before | come in” and her willingnes 
“to close up shop” after he departs for the day are effec 
tive dissuaders. to those of the clock-watching contingent 


Will How You Act Take You to the Top? 

It can. And your rise may be faster than you think. 
By their own admission, executives are looking for the 
secretaries whose attitude and conduct in the office reveal 
they have what it takes to get to the top. The opportuni- 
ties are there—more of them today than ever before. 

Who is to stop you —except yourself? 
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On the job: Schultzy checks on the boss. 





{t home: Ann Davis checks her own files. 


OW CAN a 
tarial course help a comedienne win 
a top acting award? Ask Ann B. Davis, 
alias Schultzy, the lovelorn but efficient 
secretary on NBC-TV’s Bob Cummings 
Show. Ann won 


summer-school secre- 


last season's Emmy for 
best supporting actress on a continuing 
television series, and she insists she owes 
part of it to business training. 

In a recent interview this sparkling, 
deft-witted bachelorette explained what 
makes Schultzy tick. As any loyal tele- 
viewer knows, one of the most amusing 
the 
show's non-stop humor develops is the 


situations from which 


Cummings 


comic torch that Schultzy carries for her 
boss. Since he’s a photographer and she’s 





Secretary...On Camera 


by Rollie Hochstein 


no glamour girl, she doesn't stand much 
chance against the gorgeous models who 
are her constant competition for the alert 
Cummings eye. But Schultzy keeps on 
trying—and she also keeps trying her 
boss’ patience with a seemingly limitless 
variety of pranks. Schultzy is nosey. and, 
besides, she can’t resist a joke. 

These schenanigans do not fit in with 
the portrait of a perfect secretary. Yet 
T the 


holds her job. To make 
picture realistic—and Ann is a serious 


Schultzy 
actress who insists on playing a valid 
part—Schultzy must be so good at her 
job that her boss can’t afford to lose her. 
Since Ann is actually at home in an of- 
fice, its easy for her to act the truly com- 
petent, smart secretary, thus convincing 
herself the 


Emmy committee—that Schultzy belongs 


and her audience—and 
exactly where she is. 

“If I didn’t know a thing about office 
procedure, I'd have to study and practice 
every motion. Since I’ve actually worked 
in offices, my mechanics come naturally, 
and I'm free to concentrate on acting. It 
makes a difference. Anyway, if I flubbed 
batches of letters 


day telling us what Schultzy did wrong. 


it up, we'd get next 


ur viewers are very sharp. They let us 


know about any small technical error 
that shows up on camera. So far nobody 
has criticized Schultzy as a secretary.” 

This is not to say that Ann B. Davis 
would win any contests in typing or 
shorthand. But she gets by. If she’s ad- 
<lressing an envelope on camera. she 
types the actual name that Bob has given 


her. 





“LT couldn't very well type ‘Jim Jones’ 
with thirty strokes.” she laughed. 

When she is in the background of a 
scene, her typing is likely to consist of 
“Now is the time for all good men to 
come to the aid of their party.” In diec- 
tation scenes, though she’s not precisely 
keeping up with her boss in shorthand. 
she is at least making correct Gregg out- 
lines. Even her dummy files get realistic 
handling. And if her office manner is a 
bit capricious at times, Schultzy can be 
trusted to keep decorum where it counts. 
with new clients or during important 
business dealings. 

“When the script calls for mischief.” 


Ann 


Schultzy’s victims are close friends of her 


explained, “writers make = sure 
boss or the boss himself.” 

Whenever the script gives Schultzy an 
unfamiliar job, Ann is sure to check for 
professional correctness. Once, when an 
office switchboard was being considered. 
she made an appointment to take lessons 
at her telephone answering service. But 
there are times when she must make a 
concession to television. 

“I tell myself this is dramatic license. 
And there's always a reason in the script 
for anything | do that is not standard 
office procedure.” 

Her habit is to stand her steno pad 
upright for transcriptions. But sometimes 
a cameraman asks her to lay the pad 
flat because it’s blocking the people in 
his range. 

“IT don’t mind things like that,” Ann 
said. “As long as | know I'm doing some- 


thing wrong (Continued on page 54) 
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ELECT. RAMATIC. ..the carbon paper 


especially designed for electric typewriters 


Your electric typewriter is only as good as the records it produces. That is 
why Panama-Beaver, leaders and pioneers in the development of highest 
quality carbon papers and inked ribbons for over half a century, have gone Panama fjeauer 
through years of research, taking advantage of their vast knowledge and r 
selected skills to bring you “SELECTRAMATIC.” This carbon paper 
has the cleanest finish ever, is easy to handle and gives you longer wear 
nd service. “SELECTRAMATIC®” lets you erase without a trace! 
Panama-Beaver’s only business has been, is, and always will be to develop and 
produce superior aan papers and inked ribbons i all business wee, Pon MANIFOLD SUPPLIES CO. 


it on Brooklyn, New York 
Do yourself a favor—try “SELECTRAMATIC. y 
Call your Panama-Beaver man, always a live wire! 
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How Kathy won out—with Esterbrook 


Katherine Bond was a wizard—a whiz 






At typewriter, file case and phone. 





But dictation would toss poor Kate for a loss, 





She could take it or leave it alone. 


| can eget 
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(You'd feel the same way if you couldn’t read your Gregg back.) 
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One morning Kate sat bewailing her lot 

When that dreamboat, Bill Williams passed near 
The sight of such sadness touched Billy’s soft heart, 
‘*‘Please tell me your trouble, Kate dear!”’ 


(Kathy was willing!) 











He handed our Kathy an Esterbrook pen 
With the Gregg-approved point, if you please. 
Then dictated a letter at a 120 clip, 

Which Kathy read back—with ease. 


(A cinch with Esterbrook, the only fountain pen 
with a Gregg-approved replaceable point.) 





The secret lies in that even Gregg line, 
Ordinary pens can’t supply it! 
But an Esterbrook can-—with Gregg-approved point. 
See your Esterbrook dealer and try it. 
(When you’re there, you'll notice that Gregg-approved point No, 1555 is 


just one of 32 precision-made points. If your point is ever damaged, @ 
new one threads in in seconds and costs only 60¢) 









While back at the office: —Our Kathy won a promotion since she’s now so 
all-around clever—To promote herself as Mrs. Bill will be her next endeavor. 
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—the only Gregg- 


approved pen with replaceable points. Just $2.95 











THE NOT-SO- 


ERFECT SECKE 


Here’s Liz, the office beauty queen, 
















Gazing in her mirror. 
Her work can wait, she'd rather preen. 
But vanity may queer her! 


a?) 


Let's give first aid to poor Miss Happ: 
She is so accident prone. 
She just spilled ink upon her lap, 


Now listen to her moan. 


Cm) 

























a ‘ 
A &, ng ¢ oh \s adie ‘ Alarm clocks bore Theresa Late 


Who dashes in at ten. 
There’s litthe doubt about her fate 


If she comes late again. 
Cs.) 


\ bloodhound for Patricia Child 
Whose filing’s not so hot: 
Her lunch and rubbers neatly filed, 


But letters? She forgot. 


Cw® 


The scourge of the entire force 
Is Miss Serena Bligh. 
Her errors cause her no remorse; 


She has an alibi! 


SL) 
v4 é Miss Lotta Payne has thrived on pills 
TA RY \ hypochondriac. 

The Boss is tired of her “ills”— 


Someday he'll blow his stack. 






























ay) 


Carlotta’s drenched in strong perfume, 
She hopes to snare the men. 

But after she walks through a room, 
They just want oxygen. 


CH 


Pity nosey Hazel Snooper 

Who finds out all the news. 

Shhh! The boss has plans to “scoop” her 
—Tells Lou to fill her shoes. 


a) 


Out gaes over-cofleed Nancy 
For one more coffee break. 
Using words quite plain, not fancy, 
The boss her thirst will slake! 





a a>) 





Lorraine's the girl who isn't there 
(Absent more than present). 
The boss sure hates that empty chair. 


That's why he’s so unpleasant. 


ae) 
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NEW AND NOTEWORTHY 


SIBON OIL BATH is “‘so good” for dry skin. A capful added to your bath water acts as a 
1orous, dewy look 


revitalizing element—restoring the moisture you need for that glan 
PACQLINS’ HAND CREAM protects and cherishes your hands, filming them with a veil of silk. Enriched with lanolin, it soothes and softens. 
JAQUET MEDICATED EYE PADS. Moistened and worn for twenty minutes, these pads restore the natural brilliance of your eyes, remove signs of puffiness and 
fatigue. Finish with JAQUET CREME APPATEER—the cream that makes your eyes a vision of delight, forever young. Lines disappear, your lashes become longer, lovelier. 
DEEP MAGIC dry skin lotion by TONI is pure complexion magic. A non-greasy, fragrant pink lotion that never blotches—gently caresses the skin. Also a make-up base 
NESCURL is the exciting pin curl set by NESTLE that gives you the firm lustrous waves of naturally curly hair. Stays from shampoo to shampoo. 
NOXEMA SKIN LOTION, Light and creamy, this all-purpose skin care lotion exiles blemishes with ease. Enhances your complexion wit! 
KURLASH and TWISSORS—the unbeatable two-some that adds up to eye-elegance. Rubber-padded for your protection, KURLASH 


are groomed to perfection, subdued by TWISSORS. 


the fair beauty of a white rose. 


adds sweep to your lashes, coaxes gently. ‘“‘Haywire’’ brows « 


DUBARRY EYE SHADOW Stick has a luxury formula meant for every working girl. Four magnetic 
Mate to DUBARRY LIPSTICK. 


shades in Star Silver, Turquoise 


Royal Blue, and Emerald Green accent your own natural eye coloring—without smudging. 
BRECK BANISH SHAMPOO leaves your hair gleaming, silky-clean, and soft. Banishes embarrassing dandruff beyond recall. 
POND’S DRY SKIN CREAM, a warmer, and ten minutes mean a hot oil facial that leaves your complexion glowing. 
SUPER-MOIST BEAUTY EMULSION by Germaine Monteil. Rich and thick, this creamy emulsion moisturizes, nourishes 
CREPE DE CHINE ‘PERFUME now in a new scratch-proof gold flacon is a fragrance with the heady scent of Paris itself. 
MASKIT like a breath of spring. A push-button breath-purifier, light and herb-fresh, it comes in an attractive travel-worthy flacon 
PARFUMS DE CORDAY presents TRAPEZE, their newest French perfume. Encores in Eau de Parfum and Bath Powder. 
CHARLES OF THE RITZ LIPSTICK has the texture of creamy satin to keep your lips moist and fresh looking. 
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BY KATHY LARKIN 


February, 1959 








EAUTY is a six-letter word. It is 

also the personal goal of every woman 
since Eve discovered the apple. 

Yet, if beauty is desired, the pursuit 
of beauty seems a lost art. 

Millions of “How to do it yourself” 
articles find their way into print. Women 
today will tackle electricity and plumb- 
ing without a qualm. They will rip up 
floor boards to provide the living room 
with a sunken swimming pool or disman- 
tle grandmother's bed to make a lamp. 
But. these same women are defeatists 
when it comes to remaking themselves 
or searching under those freckles to ex- 
pose the sleeping beauty lurking beneath. 

What of you—the secretary? Since 
your pigtails were abolished, have you 


! your fundamental appear 


really alteres 
ance—other than a few pounds either 
way? Or is the face you see through 
half-closed eves every morning the same 
face you saw two thousand mornings 
before? 

If this is the case, then Madam, you 
are in a beauty rut—and digging in 
deeper every year. Relow ating you may 
soon require time and a steam shovel. 

If hibernation doesn’t appeal to you, 
then consider. The next time you feel 
restless when confronting your mirrot 
dont waste energy wailing: dont buy a 
one-way ticket to fashionless Siberia. Do 
something about it. The results may be 
startling, but pleasant. 

Suppose that mirror does type you as 
the “All-American” girl. while you dream 
of yourself as a glamorous import from 
the exotic East, clothed in mystery and 
eold-dusted veils. The mirror isn't to 
blame. since it only reflects what it sees 
Your job is to change its viewpornt. 

Begin with that most basic of all 
items—-your make-up foundation. Liquid 
cream, or pancake that decision can be 
Important to you. 

If your skin is too dry, then liquid 
foundation will refresh it, add moisture 
until it blooms with the softness of 
rose petals. Used in that no-make-up 
time between dusk and dawn, cold creams 
and other preparations can restore vital- 
ity to your complexion. 

Pancake make-up, if your skin is 
suited to it, spreads an even film of 
smooth silk over your cheeks. This and 
other mixtures can camouflage lines with 
the professional éclat of a Sherlock 
Holmes disguising himself as an amateur 
sale-« racker. 

Take a second look at the color of your 
present foundation. If you wish the frag- 
ile appearance of a tubercular Camille, 


but the shade you now use suggests 


(Continued on page 49 
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can probably speed through this page, which is based on Chapters One through Three of the Manual. 
material is counted in groups of twenty “standard” words each, so that you can estimate your reading speed. 
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“OU MAY not be 


you think you are, nor as bad as you 


as good a typist as 
fear, but a heart-to-heart talk will do you 
all some good.” The professor peered at 
the row of students in front of him as he 
spoke. “I will point out your mistakes 
and show you how to correct them, but 
only practice is going to help you im- 
prove your typing accuracy and speed.” 

“Now you, Mary. Your problem is ac- 
curacy—a lack of it. You make too many 
errors. You cant concentrate on typing 
while looking out the window. Learn to 
keep your mind and eyes on your copy 
and try to inerease your speed without 
too many mistakes. 

“Elizabeth, you haven't stepped up 
your speed for an entire week and the 
reason is obvious. You type a line and 


then pause to read what you've written. 





Snap out of it. Sit erect at your machine 
feet on the floor, eyes on your copy. Keep 
your fingers tapping at a lively pace. 
\bove all, don’t hesitate for fear of mak- 
ing a mistake—or you will.” 

The professor strode over to the other 
side of the room. “Annabelle, your stroke 
is weak and uncertain. See the light and 


heavy spots in your copy. Try to type 
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keys to success 


BY FLORENCE ELAINE ULRICH 


Director. Gregg Awards Department 


with a firm confident stroke. hitting the 
keys more evenly. Rhythm in typing not 
only gives better-looking copy but helps 
develop speed. 

“And you. Thomas. You've settled into 
a comfortable jog-trot. That’s why you're 
having trouble quickening your pace. 
Here, turn to the Competent Typist Test 
and get ready to start typing. And when 
I mean GO.. 


And you've been typing 40 for the past 


I say go. . That's fine—55. 


two weeks.” 
As the his talk, 


he brought to light numerous other typ- 


professor continued 


ing faults. We have assembled these into 
for OAT 
then 


a series of “Do’s and Don'ts” 
candidates. Read them 
turn to the OAT tests on page 41. The 


Senior Test will require some planning, 


over and 


so take your magazine home and concen- 
this Your efforts 
Membership in the 


trate on project, may 


win you a Senior 
Order of Artistic Typists. 

The professors “Do's and Don'ts”: 
faded 


ribbon or dirty type. lo qualify for an 


1. Don’t use a machine with 
OAT award, the typewritten matter must 
be clear enough to be easily read. When 


the o’s, e's. d's. and b's are filled up from 


soiled type. your work is not acceptable 


in schoo! or business. 
2. An even white margin is required 


These 


never be less than one-inch wide. Tests 


around all copy. margins must 
written too close to the top or too neal 


the bottom of the paper must be dis- 
qualified. This also holds true for entries 
with considerably more white space on 
one side of the copy than on the other. 
Gauge the placement of the copy before 
preparing the final test. 

3. The heading or title of the test copy 
must be centered on a line by itself with 
at least two spaces between the title and 
the test. The title should be 


letters 


written in 


capital with or without under- 
scoring. There is to be no period after the 
heading. 


1. The OAT Test 


arranged on one sheet Oo} paper only. 


Junior must be 
the copy is too long to be double-spaced 


on one sheet, use single space. Junior 
Tests arranged on two sheets of paper 
cannot be accepted. 

5. Senior OAT Tests must be arranged 
on one sheet of paper unless otherwise 
spec ified in the instructions. (A test con- 


sisting of two parts should be arranged 
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so that Part | is on the first sheet and 
Part Il on the second sheet.) 


6. The Senior OAT Test may call for 


typing a rough draft. manuscript copy. or 
tabulation. The figures or items in a tab- 
ulation test must be listed in columns 
or otherwise arranged to provide clarity 
and comprehension without toilsome 
reading. 

Students may seek the advice of the 
teacher in preparing the tabulation of 
Senior OAT tabulation tests. but under 


no circumstances will these tests be ac- 


cepted i the copy is not 
Remember that the function of any tab 
ulation is to present a given copy with 
bret ity. clarity. and eas) comprehensio 

(i Alwavs use two. spaces between 
paragraphs. whether the copy be single 
or double spaced, 

8. Check all figures and proper nouns 
in the copy to see that they are correct. 

9, Exercise care and judgment in ar- 
ranging the copy so that the right-hand 


margins will not be unduly ragged. This 


tabulated. 





divisions must be according to correct 
syllabication, and there should not be 
too many divisions on any one page. 
10. While decorative borders or covet 
designs are not required for the test. 
they do distinguish a good piece of type 
written copy and may help the typist 
win an Honorable Mention and = gold 
OAT Pin in addition to the certificate. 
Most) important: Be a “competent 
typist” and turn to the OA‘ 


ests on 


the opposite page. Plan to win your 


sometimes calls for dividing a word. Such award this month. 





OGA 
JUNIOR 


This material is “loaded” with 

easy joinings and with fluent blends 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line o1 

in narrower columns: you may ust 
either blank or ruled paper. Shorthand 
notebook paper is fine. 

Your writing mav earn you a 

Junior OG A certificate or pin. 








OGA 
SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning < 

good copy of this material, 

you will get the 

Senior OG A certificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 
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Adapted from Ten Rules for the Witless by A. A. Archbold published in 
the May, 1958, issue of THE OFFICE 
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Mr. Stanley Martin; Acme Printing Company; 930 
Main Street; Jersey City, New Jersey. Dear Stan: At- 
tached is the copy for the circular that I discussed with 
you yesterday. I have no preference as to the type face 
to set it in, so use your judgment. Of course, the 89¢ 
at the top of the page should be in large display type. 

I have thought about the suggestions you have made 
as to paper stock, and the pale green sounds nice. Also, 
since we will be distributing these in the early spring, 
the color will be in keeping with the season. As to the 
quality of paper, I’d still prefer to have this announce- 
ment done on newsprint. I know a coated stock looks 
better, but for the small mailing I have in mind the 
newsprint is suitable. 

Do you think you could have these ready around 
March 20? I'd like to get them into the mail before the 
Easter holidays. 

Thanks again, Stan, for all your help. Cordially 
yours, John P. Murray. Enclosure 
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February, 1959 


OAT 
JUNTOR 


Arrange this letter in 

your best style, either on plain 

paper or on a letterhead 

Type for (1) neatness and (2) good 
placement, and (3) for accuracy 

no strikeovers or typographical errors 
(4) Indent properly, and leave a blank 
line between paragraphs, 

even in single-spaced material. (5) 

Be sure to spell and punctuate 

corres tly. 


Copy may be practiced as often as 
you wish. Then send us the 
specimen you ¢ onsider the best. 





TO GET YOUR AWARD 


Mail vour work to the Grege Awards 
Department (16th Floor, 330 West 
42 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each OGA, OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award, * Be sure your name 
and address appear on your paper. 
* Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each candidate. * Test ap- 
plications received without fees are 
held thirty days only. * Each Compe- 
tent Typist Test must be certified by 
the timer. The certification should 
read as follows: “I hereby certify that 
I timed this test for exactly ten min- 
utes and that it was written in ae- 
cordance with the rules.” * February 
copy is good as membership tests for 
OAT. CT (page 42). and OCGA awards 
until March 25, 1959. 








OAT 

‘ % T 
SENIOR 

Senior candidates must 

submit a corrected copy of the rough 
draft (alongside). Check your work 
carefully to see that you 


have made all the correc- 
tions indicated. 


Copy may be typed until your 
specimen represents your 
very best work. 








FEBRUARY 





COMPETENT TYPIST TEST 





ote the number indicated at the 


mober of minutes; or, to 


end of the 
get net speed, 
disqualifie $ 


before dividing by number of minutes. More than five 


last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 
subtract 10 for each error 
a Competent Typist Test for an award. 


> €rror 





mild be double spaced.) 

There are many ways to hold a con- 
versation. If you are like some people, 
you can spend the whole night spout- 
ing your own opinions and beliefs on a 
subject that especially interests you. 
You can express your thoughts and 
ideas to the person who happens to be 
sitting next to you at a dinner. Of 
course, he will listen politely and per- 
haps venture an opinion or two of his 
own. This is the most common form of 
conversation, and the least popular. 

People do not want to hear just your 
ideas. They want to tell you their ideas 
and what they think. They will resent 
the fact that you monopolize the con- 
versation; whereas if you let them do 
their share of talking, you will very 
probably be quite a popular dinner 
guest. 

But just as you cannot monopolize 
the conversation, you are not expected 
to listen quietly and say nothing. If you 
look blankly at your conversation part- 
ner, letting him talk all evening and of- 
fering no comments, you will probably 
be as unpopular as the person who does 
all the talking. The other person will 
have the feeling that you are merely 
listening politely to his ideas and that 
you are bored. 

What then is a good method of con- 
versing, one that will give you a chance 
to express your own opinions and still 
hear those of others? First, we should 
know the meaning of conversation. The 
word is defined as an informal exchange 
of views. The word “exchange” is the 
key. To converse simply means to sit 
informally with a congenial partner 
and exchange your ideas. We must 
have something to offer or to exchange. 
We must also be willing to consider 


Written especially 
42 


Words 
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for Gregg Awards candidates by 


what the other person has to offer. A 
conversationalist speaks his own mind, 
expressing his own feelings, but he 
keeps his mind open to receive new 
ideas. 

If you will look around at an informal 
gathering, you will be able to pick out 
those who are conversing from those 
who are just talking. At a dinner you 
will see a gentleman squirm in his chair 
as the woman next te him rattles on 
and on about her social engagements 
or her latest tiff with the milkman. Be- 
ing a gentleman, the man listens polite- 
ly and tries to join the conversation 
with some word about the argument. 
But his partner refuses to allow this. 
The woman is talking, not conversing. 

Perhaps you will see a young lady 
sitting very quietly while her host elab- 
orates on his fishing trip. She is ex- 
tremely polite and never takes her eyes 
off him as he describes the gigantic fish 
he caught or tells about the ones that 
got away. The girl is listening, but she 
is not conversing. She could offer a sym- 
pathetic remark about the fish the host 
did not catch or make some enthusiastic 
comment about the one he did manage 
to bring in. But she says nothing, and 
the host soon wonders whether he is 
boring his guest. 

The true conversationalist is not too 
hard to pick out in a crowd. He can be 
seen listening intensely to his dinner 
partner, and sometimes he will nod his 
head to agree or disagree. He knows 
that his partner will respect even a can- 
did opinion, for then he knows that his 
words are being heard and considered. 

A good conversationalist listens with 
his ears and his mind. 


(Repeat from the beginning to complete a ten-minute test.) 


Barbara Gayle 
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TRANSCRIBING SPEE D PRACTICE 





The material below is the same as the C.T. Test across the page, and it is provided so that you can test and compare your speeds of typing from print and 
from shorthand. Compute your rate on this word-counted material in the same way you do when typing the C.T. 
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abrasicn resistance 


abs. bency 


adsorption 


accelerators 


occumulators 


acetylene 


aminoplast 


anodized 


bery! ium 


biaxiaily 


butadiene 
butyrate 


calendering 


catalyst 


cationic 


cellulosic 


characteristics 


chemically 


chioride 


chiorinated 


cinnamote 


colloids 


coloration 


composite 


compression 


concentrated 


controllers 


converters 


copolymer 


copolymerization 


corrosion 
corrugated 


crosslinking 


crystallinity 


cycles 
cylinders 


decalcomania 
density 


deodorant 


derivative 


Jetergent 


Jevolatilizer 


diazotized 


diele tric 


dimensional 


dispensing 


dispersions 
distortion 
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Compiled for Today’s Secretary by Marie C. Popkins 


oistributors 


elastomeric 


. electroformed 
elongation 


embedment 
embossing 


“ embrittled 
“ emulsifiers 


epoxy 
¢ Fa ethenoid 


2 ethy lene 
Z exothermic 


extruders 


extrusions 


fabrication 
“4 fibrous 


filament 


film-forming 


r3o fireproofing 
. 3 flatting agents 


oe flexibility 
srapnic 


@aurdi 


fluorescent 


fluoride 


fluorocarbon 


<< 


formaldehyde 


£ formulation 


fungicide 


) furane 


Y gluconic 
granulators 


granules 
- halogen 


= halogenated 
heat-resistant - 


heat-sealing 
2 heating cycle 


hermetic 
heterocyclic 


hopper loader 


. ) 
y) humidity 
hydraulic 
Lot P hydrogenation 
LO@ hydrolizing 
hydroxyethy | 
/ ss i 
illuminable 
V4 impact strength 
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injection 


insulation 


intermediate 
isobutyrate 


isocyanate G 
isoolefin 


sophthalic Z* 


ketone ra 


kraft board 


laboratory f 


laminating 


ubrication 


uminescent 


nelamine 


mercaptide 


micrometers 


nicroscopes “ 


MIcroscopicaily 


moc ficat on 


morecuiar 


monochromatic 


monofilament ) 


montmorilionite ~ as 


multicolor 


neoprene 


nitrate 


nitr ogen 


nondiscoloring 
nonflammable 


nonrefractive 


olefin 


organosols 


oxidation ’ “ 


petrochemicals 
phenolic ‘i 


phosphate g 


plasticization } ¢ 


lastisol 
P c 
pneumatic a 


poloriscopes r ~ 
polyester 


polyethylene sais 


«a 


potentiometers C 


preheating Cs 
pressure-sensitive Fs 


processing V4 
properties 


radomes —p 
reinforced 


reprocessing _s 
reproducible if 


reproduction —] >) © 


resilience 


resinous of 


resorcino! 4 


reversible n 


rotational 


soturation 
sealable € 


sealing cycle @ 


self-extinguishing ?* 


silicones Q@ ow 


slush molding t , x 


stabilization Ff 
stobilizers | h 


static eliminators , & As 


styrene 


substrates : ' 


: 
sulfonamide } — : 


sulfony! ; * 


switchgear 


- 
j 
synchronizing - o 
synthetic go? . 
2 
tachometers Sy . 


tautomeric c 


temperatures 
tensile strength 


tertiary C 
thermocouples 


thermometers 


thermoplastic 


thicknesses 
thixotropic dias 


titanium 


translucent ¥ 


triacetate y, 
uniformity ae 


unit heaters fe * 


unmodified 


un saturated 
urethane ~ gi2 


vacuum-forming c 
vaporize 


vinylidene 
Viscosity ot 


waterproofing re 
weather-resistant 


wetting agents 
wipe-in colors 
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1 TWO-PART STORY 


THE 
WAITING MAN 


BY CHARLOTTE & DAN ROSS 


Part 2 


SYNOPSIS. It is fantastic! Mae Adams. the good-luck girl. 
heing held a prisoner on a crowded street! But she is the only 
person who can identify her captor as the robbet and killer 
vho ene aped trom het office. Now the killer has come tor her 
is she leaves the office a few days later. They walk they are 
seen by one of Mae's friends. Beth. Not suspecting Mae's 
situation. Beth walks calmly awav. Now the killer turns into 
an almost-deserted street. The moment Mae has been waiting 
for has arrived—what will the killer do now? 


THE KILLER TIGHTENED HIS GRIP) <— 


ee @— & av Aw ewe 


fen nd | ao 2 . , 6 ale 
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ini tye . Wait a minute, 


you two!” 
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TRANSCRIPTION PROJECT 


Any stenographer or secretary who hands in let- 
ters like these may find her career short-lived! 
However, you'll have to catch the ten errors in 
each letter to prove yourself superior. 


°. 


Dear lire Smiths 


Did you know that an insurance cor- 
peny is your best freind in time of need. 
As a matter of fact the most important 
characteristic of an insurance company is 
that it takes risks for an other person. 
And where could you find a friend whom 
would do this for you? 

The answer is that: for over seventy 
five years our company has been hattine 
r people. Our capitol and 


resources eel a mong e largest ins- 
urance companies in the world. We hay 
vrotected millions of families. 

May we ve our agent call on you to 
tell you > can give otection to 
your family too. 


We are seriously considering the in- 
lling of flourescent lighting at our 
main vigpelagihe in Chatanooga. For this rea- 
son we should like to get in touch with 
electric firm that specialties 
in this type of work. Our aim is to get 
the job done a the office is closed 

for two weeks in July. 


When I visited your office sone time 
aco, I was expecially impressed with your 
lighting system. I think it is one of the 
best installations I have seen in recent 
yearse Would be at all possible for 
you to give us the name of the ae 
that your lighting fixtures? 


We shall appreciate any aide that you 
use Enclosed is a self-adressed 
¥O 


hia) replv 
J As, AY) wg ® 


Cordially, 


Pruary, 1959 
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GLOSSARY AND VOCABULARY BUILDER 
A PARTY FOR MISS MAC--page 36 


realty 

1 
A superefficient 
hysterics 

: a4 i aa 
expansively 
commodity 
conspiratorially 
mysteriously 
wrinkle 


i" virtual 
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WAITING MAN--page 45 
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ISPEREFFICIENT (spelling): 
Superezo, superstructure 


2EXPANSIVELY (meaning): broadly; liberally 
(do not confuse with EXPENSIVELY, which 


means costly) 


317 OROUS (spelling): 
ridiculous 


supersede, 


glamorous, decorous, 





ELLIGERENT (meaning): warlike; hostile 


FOREIGQ] (spelling): receive, seize 
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Solution to the January Cartoon 
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BUT | THINK SHE IS TOO YOUNG FOR THE JOB 
Transcribe the caption and fill in the face 


with your shorthand answer. The solution 
and another cartoon will appear next month. 
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OKAY, SHOW US A BETTER WAY TO INCREASE VOLUME 
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SOMETHING NEW | said ‘‘goodhye’’ to 


(Continued from page 35) 


Slim, trim 
and terrific 








Tonto, then a change is well indicated. 


Powders—ivory, rachel, dusky rose— 


9 
© 


2 “seas! 


7 
u 


powders of all tints and textures wait 
to aid your transformation by throwing 
a mist of fragrant beauty over your fea- {\\, 
tures, Rouge matched to your lipsticks ed h 

and lipsticks matched to your complex- } W en 


ion—they are all there for you to use. 


Lipstick is an important element in 
your beauty care. If your lips are not 


perfectly proportioned, the wise use of 





lipstick can alter them—filling in thin 
lips and minimizing thick ones. 
Shadings from pink through purple 


await vour choice. and a careful choice 





it should be. A violet shade, for example, 
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STENOSTIKe 


The Only Professional Ball Pen For You. 


DESIGN Pat. Pend. 
U.S. Pat. Off, 


holds many pitfalls for the unwary. Worn 


A.W.FABER “J 


ERASER STIK 


The original grey eraser point 


always best for a. 


cee 
on a brownish skin, it could summon 
visions of gypsy dancers, doing fandan- 


gos with roses clenched between their 








teeth. It can deepen the gloom of a 


eee ame 
* ‘ 


washed-out complexion, until strains of 





=f 
= QF 
na 
<=) 





Chopin's funeral march are heard in the ~ 
distance. Yet, used correctly, lipsticks 

A.W. Faber's brighten your appearance, lending an ex- x 
citing attraction to your ieatures. cr 

Your eyes are a special problem. If the a 

new Ball Pen “ eve om 1 spec proble é loa 
novelists write truly, your eyes—more Ly 

Y) 


than any other feature—will express 


for Shorthand 


your new personality. They “speak elo- : 
ag A Typewriting mistakes 
quently ’—but if no one shows any in- 


Light, bright and beau 
tiful as any Hollywood 
Star but never tempera- 
mental. That's what 
makes StenoStik stand 


g 

% 

c _ happen to the best of 
oo ‘Secretaries—but SLOPPY 
is 
<x 


terest in them. of what use is eloquence? 

Mascara. eyebrow pencils, tweezers and 
STRIKEOVERS are as 
out-of-date as ankle- 


twirlers—these are all good, even spec- 


tacular attention-getters. An upward line 


7099 


on the corner of your eyelids will give length bathing suits. 





a smiling effect. Even your brows can be If you still use a bulky 
out among all ball pens. expressive. Badly placed pencil strokes eraser, do yourself a favor 
can make them glower, look surprised, or by tossing it in the basket. 


Exclusively designed inquiring. Penciled correctly, they can 
for Secretaries, STENOSTIK has a] be serenely beautiful. For big evenings 
long, tapered finger grip that lets | —try a new shade of eye liner or shadow. 


Get an A.W.FABER slim, trim 


ALL SERVICE 


pencil-shaped ERASERSTIK 
that whisks away single letters 


‘Il be surprised : € ‘nts— ; 
you take dictation by the hour You'll be surpri ed at the commen daembetatenints x< 
and compliments. Je 
without fatigue. It glides over your Lotions soothe your hands to Singer surrounding area. With 
notebook without slip, Skip Or] touch softness. Fingertips, shaped and _ _ ERASERSTIK you erase without a “ 
scrape. Its full, pen-length blue polished, glow smoothly. Your hair— ly trace. Let ERASERSTIK make wi 
shi ved, shaded, <¢ atter— jou a better Secretary. 
ink cartridge outwears 7 -yes Was shampoos 1, haded, ind cut to flatter y y ow 
is radiantly alive. It will even break out Get a few today. ) 
lead pencils. into a wave of curls, given the chance. w 
Ask your stationer to send you . ee sr — mer due e 
ars to please you. Among their products - 
a f ‘ Asean sea - 
a few of these white, blue and gold must be the ingredient x that is missing > 
beauties. If he doesn’t yet stock | from your cosmetic stock. <x 


STENOSTIK, send us his name Experiment then, and to make your 
and we'll see that you are sup- experiments less costly, buy small sizes. 
plied. Priced at 39¢, less in a box 





Keep trying until you—not the current 


Which point do you prefer? 


fads—are satisfied. 


of 3-# ; ; : ; sas ; aon : Sharp, Medium or 
: the economical way to buy. The secret of beauty lies in this—not Average, Thin or Blunt. 
to be one of a million others, not to be E-RASERSTIK gives you 


A.W. FABER-CASTELL typed, but to be yourself, your best self. your choice. Point with a 


mechanical or hand pencil 


PENCIL CO., INC. NEWARK 3,N. J. It’s so easy. Why not try it? sharpener. 
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in - ef - fa -ble 


adj., 1, inexpressible; out of this world; 2, 


beyond belief; too wonderful for description 


That’s the word for the restful all-day comfort Fine-Rest Secretarial 
Posture Chairs provide. No-sag springs and foam rubber cushion- 
ing give you sure, fatigue-free support all day long. You'll feel fit 
as a fiddle at five. This free-swiveling G/W Fine-Rest posture chair 
is completely adjustable to meet your personal preferences. Smartly 
styled in gleaming aluminum,.you have your choice of upholstery 
in dozens of beautiful decorator colors. Send for your free copy 
of the illustrated circular, A-94, today. Write Dept.1-6 


Tineke - . . America’s standard of business, seating 
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7 LIVES OF EMILY 


(Continued from page 17) 





keep the office running smoothly and wait for the film to 
come in by mail. When it arrives she rushes the Ekta- 
chromes to the processor and then waits for the results. 

“| know that at any minute Dmitri will be calling for 
a report on film quality.” she says. “That's one thing I’ve 
learned here—how to evaluate transparencies so he can 
plan his work on location. It’s up to me to ‘read’ the film 
and tell him how he is doing. I'm not an expert. but I 
can usually give him a good idea of the results.” 

Because of the nature of Dmitri’s business there is al- 
ways a lot of pressure. If a deadline is involved, Emily 
may have to ‘read’ the film. report to Dmitri. select the 
proper Ektachromes. and mount them—all while he’s 
thousands of miles away. Sometimes this involves long 
long distance calls such as the 2 a.m. hour-long marathon 
they conducted recently between New York and Brazil. 

Besides film processing and reports. Emily must keep 
the oflice functioning while her boss is away. If a client 
calls, it's up to her te confirm a possible assignment. 

“A few months ago, while | was in Colorado on an ad- 
vertising job, Emily landed a fairly healthy assignment 
that I'd been angling for quite a while.” Dmitri says. “It’s 
reassuring to know your secretary can fill in capably.” 

Filling in also means public relations with the callers 
and visitors to the studio. At almost any time a movie star 
or other national celebrity may ask to see Dmitri. Emily 
has to tell them he’s away—and tell them so they will call 
again when he returns. This takes technique. 

“| have no pat answers,” Emily says. “If it’s an im- 
portant caller | might say, “Dmitri is on location now but 
I'm sure he would like to talk with you when he returns. 
May I take your number so he can contact you?’ In most 
cases | just try to be honest—and state the exact situation. 
You'd be surprised how much more effective that is than 
making up an elaborate story.” 

If it isn’t public relations or film processing. then Emily 
can keep busy with general office routine. The reason why 
she didn't see any photographic equipment on her first 
visit to Dmitris studio was because every item is neatly 
stowed away. This same efficiency applies to correspond- 
ence, magazines. books, and film. Emily maintains a me- 
ticulous filing system whereby every bit of information 
can. be located immediately. As a test we asked her to 
bring out a five-year-old copy of a Saturday Evening 
Post picture story Dmitri did on artist Salvador Dali. 
Within thirty seconds she had the reference book in front 
of us. opened to the exact story page. 

“I remember that Dali story very well. Part of my job 
is to entertain visitors while Dmitri is busy at other things. 
Sometimes it’s just a matter of giving them something to 
read while they are waiting. Very often I will set up a 
projector and present a showing of his color work. Once 
in a while, I'll just answer questions about photographs. 

“With Dali, though, | just couldn’t get any response,” 
she continues. “We had spent the entire morning con- 
structing a surrealist set in which to pose the artist. I con- 


tributed, as usual, with a well hammered nail in the right 
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places. After the shooting, Dmitri asked me to conduct WHERE TO BUY 


Jali down in the elevator and see to it that he got a taxi- aaa ; 
Dal 5 This month’s fashions may be found at the following stores: 


; Cover: Lord & Taylor, New York; Gimbel’s, Pittsburgh; Rich’s, 
think of, all the way down he just stared at me—his mus- Atlanta 


cab. Although I tried every diplomatic approach I could 


a: Joseph Magnin, San Francisco. 
tache stiff as a ramrod. I thought I would melt. Nothing Page 25: Arnold Constable, New York; Himelhoch’s, Detroit: 
made me happier than the sight of that cab leaving.” L. L. Berger, Buffalo; Bullock's, Los Angeles. 


Pages 26 and 27: 


As a rule. though. Emily can keep one or a dozen visi- , aad : 
, ; | A. Arnold Constable, New York; Lytton’s, Chicago; Bullock’s, 


tors entertained for as long as necessary. “Although Les Anacles. 

Dmitri has carefully coached me in these techniques, I B. Stevens Styles, Springfield, Ohio; Tonya’s, Buffalo; Bon Marché, 
firmly believe all these functions are within the scope of Tacoma: A. Nachman, Mobile, Alabama. 

a good secretary. C. Kauffman’s, Pittsburgh; Chas. A. Stevens, Chicago: Denver 


Dry (Goods ( Bue De nver: Bulloc k's. Los Angeles. 


“I suppose my job sounds glamorous and exciting to most , ay 
PI ' D. Macy's, New York; Carson Pirie Scott, Chicago: May Com- 


people.” she continues thoughtfully. “And. of course, it is pany, Los Angeles. 
.. but it involves lots of hard work. too. There are days E. Lord & Taylor, New York: Woodward & Lethrop, Washington, 
tg tates Brg re AP gy oe ten 
when everything seems to go wrong, days when I feel | D.C.; Craig's, Houston; Gimbel's, Pittsburgh. 





just cant get everything done. But Ive learned to take 
them in stride . . . and they're quickly forgotten in the 
fascination of the job itself.” 





Pag CLAR-O-TYPE 


> __ CLEANS TYPE (] FANER 


One task that’s strictly extracurricular for Emily is 


modeling for Dmitri. She has frequently appeared in lead- 







ing magazines as one of a group of people. 

“She also serves as stand in when I’m planning a shot,” 
Dmitri explains. “We don’t want to waste the time of our 
subjects. so after building the set Emily sits in while | 
plan angles. focus, and so forth. Then, during the actual 


shooting. she acts as my number one flashbulb holder.” 


Handy dauber whisks away dirt and 
lint in seconds — no spattering! 
Non-inflammable; slow-evaporating, 
hence economical. Look 
for the attractive new 
orange-and-blue carton. 
CLAR-O-TYPE makes 


WO CARBON-TETRACHLORIDE “Y?*™"'t*F *YPe sporkle. 









From flashbulb holder, to model, to crepes suzette serv- 


Emily Suesskind is one secretary who takes it in her 








stride. Her seven lives are always exciting. 








CU 
FILE FOLDER 
LABELS 


5 ee ee oe OO 
in ROLLS (pressroll) 








_ le) Geir 4: 
ae 
4 x 1% «x 1-9/16 
WITH REMOVABLE COVER, THIS 


ATTRACTIVE BOX SUGGESTS MANY THEY COME TO YOU 


RE-USE POSSIBILITIES IN THE OFFICE OR 


IN THE HOME IN ATTRACTIVE, REUSABLE 
CLEAR PLASTIC BOXES 







MARGIN GUIDE FOR UNIFORMITY OF INDEXING ALIGNMENT 


the neatness and ease of 
WHITE BACKGROUND FOR MAXIMUM LEGIBILITY ol. Self-adhesive application 
NO MOISTENING OR UNTIDY HANDLING 
ROUNDED CORNERS TO PROVIDE EASY SEPARATION . + » JUSt press-on 


FEATURES 


CONTINUOUS FEEDING THROUGH TYPEWRITER FROM 
A ROLL—NO HANDLING OF SMALL STRIPS OR SHEETS. 


Choice of 8 colors @ 250 labels on each roll 
t tion. 
COLOR BAR ACROSS TOP PROVIDES DISTINCTIVE COLOR CLASSIFICATIONS Perforated for easy separation 


ASK YOUR STATIONER 


OR WRITE US ON YOUR OFFICE 


LETTERHEAD FOR A FREE SAMPLE 
Smead MANUFACTURING COMPANY 


HASTINGS, MINNESOTA LOGAN, OHIO CHICAGO, ILLINOIS 


TYPEWRITER SPACED FOR 1, 2, OR 3 LINE HEADING WITHOUT 
TYPEWRITER ADJUSTMENT 


PRACTICAL LABEL WIDTH 3'4” FOR 1/3, 2/5, OR 1/2 CUT FILE TABS 
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TRAGE 
OF ERROR 


(made on spirit-type 
duplicating master) 


IN THIS 
PERFECT 


‘ copy 
SMART GALS (who never get caught) 


use an MACTO” 
REFILL-BLADE OFFICE KNIFE 


Confidential! Leading manufacturers 
of spirit-type duplicating machines 
and equipment recommend the use 
of an X-acto knife for quick, easy, = , 
efficient and neat corrections. (We ae 
won't “sing” to the boss). Knife and RS ee 
blade only 60¢. Your stationer’s got — 

‘em. No permit necessary. Write direct for FREE booklet 


HANDICRAFT TOOLS, INC. 


@ division of X-ACTO, INC. 


48-41Q Van Dom St., L. 1. C. 1, N.Y. 














; also means 
A a a 





Reason? The original and 
duplicate are so sharp, so 
clear, so clean! Next time, 
try a Codv Silk Ribbon, a 
sheet of Codo Electro-Write 
Carbon, and use the exclu- 
sive Carbon Gripper— 
you'll be pleased, we 
guarantee! (TOS) 


al 


MANUFACTURING CORP. 


Factory: Leetsdale, Pa. 


New York © Pittsburgh e Dallas . 
Cleveland e« Detroit ¢ Los Angeles 





Chicago 





52 








(Continued from page 37) 


* a sia 2 age. 
a ~~ £# 


DY © , » 
get a 
ad qn 
2 fp oe. > 
) < 


— c—@ 4 * ais 
A) HY A on fl pm i 
— err! #4 
Z. —— ae 9 4 ae > Schumacher 
Realty ~ co é_ AI ev sams 
> i ae a a ee ed 


—r> Sr sx OC 
be a. . i a 2 
pil ail: Gl < 
aT aS 
oa CO Red * 
SDK 2 


a 


a eee. oe ee a ee 


Fili SAYING PLEASE 

| Ing (Continued from page 19) 
Problems Now what do you think of this vacation 
In Your request? 


aah | pttenraeiimomaininant J 








Dear Sir: 
Then get the new R-Kive File—lightweight, 


portable, with many uses in office 
and home. Either letter or legal size 
folders fit in this one file. Strong, 
corrugated fibre board with handy “tote” 
openings front, side and rear for 
easy handling. Read-at-a-glance index 
crea. Attractive, fade-proof finish. 


RKive FALE 


2 for $2 60 


| hereby request the middie two weeks 
in Juen as vacation tiem for this year, 
holding over service daysuntil some time 
later or another yeor which | colready 
know has to be in the next two yeors. 
Immediate attention is solicited for this 
request. 


Pan-American Jet Clipper 


Yours truly, 





" aemmmmnaat cs cand sie teasiaceaaiamal a 
ee ee ee ee ee 


At this point the boss developed a real 





headache. So quickly ...so smoothly... 


Postpaid in your travel, by modern jet 
First. the month of June happens to airliner; in your work, with 
have three middle weeks this year. this modern Jet Eraser. Delight ar) 
in the JET Age in erasing 
Second, this girl sounds pretty an- | Which comes right to your 
noved. Wonder whv? desk in these modern Weldon 


Roberts Jet Erasers, so wonder- 





A 
uv. 


Third, how many mistakes slip out to fully new and work-saving, so 


Write For Additional Information 


customers if this is a sample? unbelievably clean. Ever-so- 


oe BANKERS BOX CO., Dept. TS-2 


handy, businesslike, luxury- 
2607 North 25th Ave. Franklin Park, Ill. 





(Maybe the best bromide would be to textured rubber core, in invit- 











ee 


give her a permanent vacation!!) ing, clear-plastic holder with 


eraser 838 





pocket clip or whisk brush. 
SECRETARY—GIRL OF THE YEAR Why didn't she put her request this way? Holder tip unscrews so eraser 


os stick can be moved outward. 


Where to Look for the Right Job 7 


Here is a factual, informative, 24-page job- 
hunting reprint from TODAY'S SECRETARY 
that describes briefly the national secretarial 
employment picture and then tells through 
case histories what it’s like to work in 11 
different industries and professions. Espe- 
cially of interest to the girl who wonders 
whether she is suited for a particular secre- 
tarial job. 

Price—25¢ per copy; $2.00 per dozen 

Send order with remittance to: 


TODAY’S SECRETARY 


330 West 42nd St., New York 36, New York 


KSGRSE Ball Point JET 


Mii 


NO. 827 JET. Gray rubber core 


Dear Mr. Slade: for erasing ink and typewriting. 

Would it be possible for me to take the 
weeks of June 7 ond 14 for my vacation 
this yeor? | will check with you later 
about my three service doys which | 
realize must be token within two yeors. 

As soon as it is convenient, please let 
me know if this is agreeable to you. 


NO. 838 BALL POINT JET. 


Green rubber core for erasing ball 
point ink and India Ink. 


Sincerely yours, 








NO. 825 JET. Red rubber core 


ee eae ee a for pencil erasing and cleaning. 
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ASK THE EXPERTS Ask your stationer for Jet Erasers 


(by number above) for the uses 


(Continued from page 7) you prefer or get all three with a 
Get REE —_$< $$ refill for each, in attractive, clear- 
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| the syllables n the ad f ) rather than 
; f vila 
to TODAY'S SECRETARY vhere an accent mari ears. Thus. | | WELDON ROBERTS RUBBER CO. 
copy of The Gregg Scrap Book, 62 would divide ineves Ueg tion in this man- | 365 Sixth Avenue Newark 7, N.J. 
ves of wit and wisdom, written in ner: in-vesti-gation rather than inves-tigation. World's Foremost Eraser Specialists 
eautiful Gregg shorthand, by sending tm I correct? 
ur new or renewal subscription to ; A ie "= Te 
PTODAY'S SECRETARY today. This {. We would suggest the division = : Se 
| olter is available for a limited time only. investiga-tion for vo ort e ri 
i eC € ; int or A J ul rd. Wh never it aldon Rofents 
| One year, $3 Two years, $5 storey ny cates “fe <s a hae —e Enroneus 
| . 530 West 42nd St cented svllable (such as ga). Also. a sufhx : 
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Command 
Attention — 





with EATON’S 
BERKSHIRE TYPEWRITER PAPERS 


These famous quality-controlled papers have an excep- 







tional appearance, make an immediate good im- 
pression. You can economize wisely by selecting 
the correct paper for every business need from the 
complete line of Eaton’s Berkshire Typewriter 
Papers. 

For your convenience, Berkshire Papers are 
newly boxed with a flip-front lid that’s easy 
to use, keeps paper ever free from dust. 

In all weights, including onionskin. 100-sheet 
packets and 500-sheet boxes. At your stationer’s. 


re 
CORPORATION § By? 


*aes* 


EATON PAPER PITTSFIELD, 


MASSACHUSETTS 








NEW Pino tmsossen. 
(y ae ae 
riendship 





hotos 
am 5 FOR | 


50 for $2... . from one pose 
plus 25¢ shipping . . 
including special bonus 
of Starlite Case 
and Frame 


ITE-LINE copvruoiper 


Friendship Photo's excitingly new and different g 





Shadowbox Prints with deep-sunk embossing and 


Ppo- 


softly rounded corners add subtle glamour to that 





7 
treasured snapshot. Prints are wallet-size... 244" x e cq. ot 
3%". Satisfaction guaranteed. Order today. oe) 
ofa FREE .—+r ‘ 
Starlite Case and e 7) ? oC 2&0 7 
“ Frame with each $2 : 
order. Use as beautiful e a — a 
double frame or utility a AA ” coal 
\ case > - - 
‘ 50 for $2 from one pose. ee cH 5 ome 


2 

eee 2 
Friendship Photos, Dept. F-14, Quincy 69, Mass. 
Please send me 

25 “Shadowbox” Friendship Photos ... from one 

pose... $1.25 enclosed. 

} 50 “Shadowbox” Friendship Photos . . . from one 
pose. . . $2.25. | am to receive bonus of Starlite Case 
and Frame at no extra charge with my order of 50. 

1 enclose photo, snapshot or negative which you will 
return unharmed. My money back, airmail, if I'm not 
completely satisfied. 


Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


RITE-LINE CORP. 
4209 39th St.,N.W., Washington 16, D. C. 


| Please send me a free copy of your Folder. 
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marks 


Q. What should he 


used when the clauses of a compound sen- 


punctuation 


tence are separated by a conjunctive adi erb, 


such as therefore, however, moreover, etc? 


4. When 
pound sentence is introduced by an ad- 
verb that serves the purpose of a 
junction, a 


the second clause of a com. 


con- 
semicolon and a 


comma follows the adverb: for example, 


precedes 


“The motion was voted down: moreover, 
it was voted down by a large majority.” 

Sentences that are very long or em- 
phatic are better written as two separate 
sentences. In this case. the conjunctive 
adverb would be the first word of the 
second sentence: for example. “The mo- 
tion was voted down at the meeting. 
Moreover, the fact that it was voted down 


by a large majority is most significant.” 





ON CAMERA 


(Continued from page 28) 





on purpose. I can still feel comfortable. 
It's that comfortable feeling that makes 
an actress come across.” 

Ann’s comfortable feeling derives from 


took 


her junior and senior vear at high school 


a secretarial course she between 
in Erie. Pennsylvania. 

“My twin sister was the expert.” she 
admitted. “She used to take down radio 
speeches in shorthand. | was glad if | 
could read back our classroom exercis- 
ess 

Nevertheless. this business training 
plus a few more typing lessons while she 
was studying at the University of Michi- 


Ann's 


Schultzy was asked to take down her first 


gan helped career long before 
memo. Taking college lecture notes in 
shorthand (she was studying for medical 
school at the time) and drumming out 
neatly typed term papers were just the 
beginning. It was easy to find temporary 
office jobs during vacations: and later. 
when she had decided to switch to acting. 
office work was good for bread-and-butter 
money between — theater assignments. 
These were benefits she expected. 

What surprised Ann was that typing 
became her “foot in the door” to an act- 
ing career. The small community theaters 
where she sought experience could not 
afford the luxury of an acting specialist. 
More important was someone who could 
do many things in addition to perform- 
ing. At her first theater there were, Ann 
recalled, “a director, a technician, and 
me.” 

Ann handled publicity, programs. cor- 
respondence, the sewing of costumes. the 
painting and nailing of sets. floor-scrub- 
bing—plus a little acting on the side. 

“That's call ‘apprentice- 


what you 
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hip. ~ she quipped. “If they could pay 
or a stand-out actress who did nothing 
hut act, they wouldn't have bothered 
ith a novice like me. My office experi- 
ence gave me an important edge over 
other applicants. Here’s one place where 
jack-of-all-trades really rates.” 

\s Ann gained acting experience, she 
worked less at a desk and more on stage. 
But in her six years before auditioning 
for the Cummings show, she had fre- 
quent recourse to secretarial jobs. Once 
she worked for a hydraulic engineer. 

“He did not dictate.” she remarked,” 
“but it would have been easier if he had. 
He'd hand me a letter in a longhand that 
was so bad | could only leave blanks 
about every three words, have him fill 
them in, and then type a final draft. 
Sometimes | couldn't even read the fill- 
ins. 

Actually, Ann sympathizes with any- 
one whose handwriting is on the illegible 
side. Her own handwriting is a primary 
reason, these days, for keeping up with 
typing. She said with a wink, “A person 
ike me either has to type or have friend- 
ly relatives. My family used to answer 
my letters with two words: Please type. 
Now | carry my portable with me when- 
ever | travel. It sure came in handy for 
answering the telegrams and’ letters | 
got after winning the Emmy.” 

Schultzy aside, Ann believes that her 
ofce training has made her a more ef- 
ficient person. And, though she’s going 
into her fifth year on the Cummings 
show. she’s still glad to be able to type 
a “decent business letter to go over my 
own signature.” The rest of Ann’s hand- 
writing these days is practically limited 
lo signing autographs—thanks to Schult- 


zy. the competent secretary. 





(Key to project on page 47) 
LETTER ] 


Line 2—friend, question mark after 
need; line 3—comma after fact (introduc- 
tory expression); line 5—another (one 
word): line 6—who (the nominative form 
is needed) ; line 8—hyphen after seventy: 
line 10—capital (capitol is a government 
building); line 11—place (plural verb is 
needed because of capital and resources), 


in-sur-ance;: line 16—comma after famil\ 


LETTER 2 
Line 2—installation (the noun form is 
needed): fluores ent: line 3- -Chattanoo- 
i: line 5—reputable, electrical, special- 
es; line 10—especially; line 16—aid 
(an aide is an officer who assists a supe- 
or): line 17 addressed; line 18—en- 
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Soap not enough?... Abrasives too Rough? 


CLEAN HANDS 


Vanishes all office stains—gently, safely ! 


oe 

Secretaries’ scrubbing sessions - daily drudgery 
even inthe most modern of offices — are now as obso- 
lete as roll top desks. Clean Hands gets rid of the 
toughest of office stains. Hectograph, mimeograph, 
addressing machine ribbon and carbon and ribbon 
inks and stains disappear with just a gentle applica- 
tion. Cracked cuticles, chemical hands and a host of 
other by-products of harsh solvents and abrasives 
have had it. Save those secretarial hands with Clean 


Hands. See your Columbia representative. 


CLEAN HANDS 
BY 





smart-looking squeeze bottle 


delicate lemon fragrance 


COLUMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE, NEW YORK 


COLUMBIA RIBBON & CARBON PACIFIC, INC., DUARTE, CALIFORNIA 





from the first touch 
of the keys 





... you'll like 
OLYMPIA’'S 
ease—speed— 
precision 


A 





- 
. . . because Olympia’s 
the world’s finest type- 
writer to do business 
with. Just ask the 
lucky gal who’s using 
one. She’ll tell you it’s 
equipped with every 
worthwhile feature for 
easier, faster, finer 
typing. Have your boss 
call nearest Olympia 
dealer for a trial 
demonstration! 
















WRITES BEST OF ALL 
BECAUSE IT’S BUILT BEST OF ALL 


Nationwide sales and service — 
through authorized Olympia dealers. 


OLYMPIA DIVISION 
Inter-Continental Trading Corporation 
90 West Street « New York 6, New York 





HOW TO ASK FOR A RAISE 


(Continued from page 13) 











5. Do you notice his little quirks of 
phraseology, vocabulary, and grammar? 
This is one of the best ways we know of 
becoming your employer's ghost writer. 
Every secretary loves to be given the task 
of answering her boss’ mail without his 
having to dictate every word. One Certi- 
fied Professional Secretary we know re- 
counted the various stages of her ap- 
prenticeship to the vice president of a 
world-wide construction firm. 

When she first began to work for him 
fifteen years ago, as a youngster fresh out 
of high school. he carefully dictated every 
letter, explained any points of unusual 
terminology he thought she might not rec- 
ognize, and checked the results. As she 
(and he) gained more confidence in her 
ability, he began writing down the salient 
points and let her try her hand at drafting 
his replies. Next he wrote more briefly. 
“Tell him thus-and-so.” And finally. as 
the supreme accolade, he scrawled, “L.C. 
do.” The first time this happened. she 
made her return notation, “L.C. did!” 
Now she handles a great deal of his mail. 

In order to do this without detection 
which after all is the only mark of a suc- 
cessful ghost writer—vou have to absorb 
all your boss’ idiosyneracies and learn to 
think as he does. so your reader won't 
immediately remark, “Huh, J.B. never 
wrote this letter! He must be too busy to 
pay attention to his best customers.” (Or 
“old friends.” as the case may be. Both 
are easily offended.) 

6. Do you act as his extra eyes and 
ears? Here we're not thinking of that deli- 
cate problem of tapping the grapevine 
and alerting your boss to real danger sig- 
nals among fellow employees. (This is an 
inevitable part of every good secretary s 
job and one calling for the utmost discre- 
tion, good judgment, and tact.) 

Rather. we're thinking of the invalu- 
able service you can render your boss by 
becoming thoroughly familiar with all his 
interests. Thus you can monitor news 
papers, trade books, national magazines. 
and specialized publications and call per- 
tinent items to his attention. Even if you 
know the magazine or paper is going into 
his brief ase lor the evening ride home. 
dont assume he will catch everything in 
it. Attach a clip, underscore the vital item 
with a red line, and reap the benefit of his 
eratitude. 

7. Do you make it a point to tell him 
vou re inte rested in his problen sf \ SeCCc- 
retary who shows enthusiasm only for hei 


own interests. dates. and friends. who 


classes all office work as “his and mine.” 
who thinks the only problems are those 
that touch on her secretarial skills and 
duties. is certainly short-sighted. to say 
the least. The sooner she realizes that any- 
thing which affects her employer concerns 
her also (and that his worries will be re 
flected ultimately in her own) the sooner 
she will be able to assume her true role of 
executive assistant. 

8. Do vou show your loyalty to vour 
boss? Feeling loyal in heart or mind but 
failing to express it when you know your 
employer deserves your vocal support is 
no virtue at all. It isn’t necessary or even 
desirable to be militant in his defense if 
you hear him criticized (this can happen 
even to the most outstanding of bosses. 
and sometimes when least expec ted) but 
you can make vour views firmly known. 

Also by never indulging in criticism or 
“gripes” yourself, by never repeating any 
confidential information just for the mo- 
mentary thrill of “being in the know.” 
and by never using a nickname (no mattet 
how appropriate it may seem). you show 
yourself to be a secretary who finds het 
employer worthy of respect—and others 
will respect you for it. 

9. Do vou (trv to broaden vour interests 
and improve your nou ledge and skills? 
A secretary who seizes the opportunity 
to learn more about the field in which her 
employer works. and about business in 
general, is literally head and shoulders 
above the average secretary. There are so 
many tascinating college courses. so many 
absorbing seminars sponsored by various 
trade groups. and so many wonderful o1 
ganizations catering to women in every 
field of endeavor that it would be almost 
impossible for any secretary in the United 
States to say truthfully. “Id like to do 
something to increase my knowledge but 
I can't. There are no opportunities in my 
location.” 

10. Are vou a decorative additior @ 
his office? By this we don’t mean a glam 
our girl or even this-side-of-25 but 
well-groomed. attractively dressed. chee: 
ful person to have around. Just seeing his 
secretary obviously enjoying her work. 
being efficient. calm. co-operative and 
friendly is a wonderful lift to a busy mai 


| 


isk 


All of this hasn't told you how t 
your boss for that raise... but it will help 
you decide whether you are ready to 
broach the subject to him. Next mont! 
we || give you some tips on how to m ike 
the suggestion so that he thinks its his 


own idea—and a brilliant one, at that: 
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Congratulations to... 


“Miss Union Secretary of 1958” was anvone but Janet. 


the coveted title. Scores of contestants 
who had entered the competition listened 


Health League. 


eagerly with the audience as the announe- 


Certainly. this full program for 
This versatile secretary 
is also an active volunteer with the Mental 


The Red Cross. the Tuber- 





Back to school . 

The three R's may be familiar to you 
but have you ever heard of the three P's? 
The place—Slater Food Service Manage- 
ment in Philadelphia. the plan—to im.- 
prove the see retary s understanding of 


over-all management objectives by train- 


| ing courses. the people involved l7 s 
, retaries and N. Richard Diller. associate 
| professor of psychology at Penn State 
University. ; 
+——4 These secretaries—all working for de 
partment heads—are attending classes on 


company time, an hour and a half a week 
for thirty weeks. Round table discussion 
group format is used, plus films and other 
visual aids like those shown in this pie- 
ture. Here. Professor Diller helps (left to 


er moved to the mic rophone. The winner 

Miss Janet Harris from New Jersey. 

\ comely, thirty-five-vear-old brunette, 
Janet works for both Local 150 and 157 of 
the International Ladies Garment Work- 
ers in South River, N. J. She was the 
unanimous choice of judges in the second 
annual contest sponsored by Remington 
Rand to honor the labor movement's out- 
standing office employees. 

\ list of Janet's activities reads like a 
years schedule for a very busy Congres- 


sional Committee. She does the book- 


keeping for both locals. directs the work 


of a three-secretary office. and serves as 
recording secretary at union meetings. 

In addition to this, Janet has set up 
educational courses for union members— 
courses designed to help them accept their 
rights and responsibilities as unionists. 
Thousands of participants among the 
members and their families have joined 
her program of educational tours, hobby 
sessions, and theater parties. 


culosis Fund, and the South River First 
Aid Squad. When the First Aid Squad 
began a fund-raising campaign for some 
badly needed equipment. they called on 
Janet to help. 

Janet. who is a member of the Office 
Employees International Union, gained 
more than a title in the competition. She 
was awarded $1.000, a Remington Port- 
able Typewriter. and a week's vacation 
with all expenses paid. 

Second prize went to Miss Lucille 
Thornburgh. a secretary for the Central 
Knoxville. Tennessee. 
She will receive $300 in U. S. Savings 


Labor Council 


Bonds and a new Remington Poriable 
Typewriter. 

Mrs. Betty Maguire Silverforb. secre- 
tary for O.E.1.U. Local 174 in Hollywood, 
California, was the third-prize winner. 
Her award consisted of a $200 U.S. Bond 
and a Remington Portable. 

There is one last award we'd like 
give. To all three—our congratulations 
and best wishes. 





right) Elizabeth Duffy and Margaret 
Doyle with a lesson. 

Subject matter for the course covers: 
General Principles of Company Organi- 
zation: Management Skills. Tools and 
Practices: Your Job Description and Per- 
formance: Handling Details. 

Harvey T. Stephens, Slater vice-presi- 
dent of administration, sums it up when 
he says: “Secretaries play a vital part in 
the administrative action which flows 
from each executive office. The secretary 
and executive are in reality an operating 
team. Through a more complete under- 
standing of the executive's job and the 
part which the secretary plays in the com- 
pany s operation, we hope to achieve a 
more efficient organization as well as im- 
proved communications and understand- 
ing among executive offices within the 
company.” 





Coming ... Coming... Coming... 


TODAY’S SECRETARY celebrates an anniversary 
its 60th- with a special issue devoted to a special theme 


from oflice equipment to salaries. from communications 
to the length of vacations. We'll cover them all—includ- 


“Today's Secretary Surveys Her World.” 

Her world began in 1899 when dire things were pre- 
dicted for the woman who bravely invaded the business 
world. Two things were responsible for her coming 
the typewriter and shorthand—both will be covered 
detail. There'll be stories and pictures, too, on the work- 
ing conditions. great events, and prominent people of 
those early days. 

The ensuing years brought changes in everything 


60 


ing a fascinating report on those feminine necessities. 
clothes and cosmetics. 

And, never daunted. we'll peer into the future. Where 
is the secretary going ? How will automation affect her? 
What will her office be like? Will there be a four-day 
work week? Quotes, predictions, hopes for the years that 
lie ahead, 


The big Anniversary Issue ... Coming April 1959 
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Now-—electronic dictation comes of age through McGraw-Edison’s inventive heritage! 








Take the mike... 


see how the new M-E Voicewriter 
helps you break through the “time-barrier” 


to new success! 


You'll take the mike... dictate... and sud- 
denly you'll realize that electronic dictation has 
come of age... that any other dictating method 
is now old-fashioned! 

You'll see how 70 years of experience in office 
correspondence ... plus McGraw-Edison continu- 
ing research .. . have made this M-E Voicewriter 
the finest dictating instrument ever built. Its 


Voicewriter 


A product of Thomas A. Edison Industries, West Orange, N. J. 
In Canada: 32 Front St. W., Toronto, Ont. 


features? All you would expect to find in the 
finest ... and then some! 

Think we've exaggerated? We offer you a 
friendly challenge to “take the mike”—see for 
yourself! Contact your nearby Edison Voicewriter 
representative now . 


. or write us at the address 


. your talk will 


below. Once you take the mike. . 
be our best sales talk! 











His... 


Carbon copies that have an 
“original-like appearance, clean 
and clear in every detail... 











Hers... 


Perfect carbon copy results 
every time; an end to the 
Messy Fingers Era’’ of typing... thonke tf 


the new 
BEAUTYRITE® 44 





Modern is the word for this carbon paper that pro- 
duces up to 15 copies at one typing; that cannot 
smudge fingers or copies under normal handling; 
that always assures you the same high level of carbon 
copy quality. Prove it by filling in the coupon. 








BEAUTYRITE 44... 
THE CARBON THAT CAN'T BE COPIED = 
Please send me free samples of Beautyrite 44 
Room 1225 
V ! Name 
315 FOURTH AVENUE, NEW YORK 10 Address 


City Zone State 


